
 
Triangle Network Administrator  
Job Description  
 
Triangle Network & Gasworks 
 
Established in 1994, Gasworks is a contemporary visual art organisation that provides 
studios for local artists and develops a programme of artists' residencies, exhibitions, events 
and educational activities. Housing under one roof the various aspects of contemporary art 
practice - conception, production, dissemination and debate - Gasworks aims to support 
talent development of UK and international artists either at early stages of their career or 
when needing time to experiment with innovative ideas, methods and media.  
 
Gasworks is also the hub of the Triangle Network, an international network of grass-roots 
arts organisations sharing the common aim to support and promote emerging talent through 
cultural exchange and artists’ mobility. Established in 1982, Triangle’s main activities include 
workshops, residencies, exhibitions and outreach events. Triangle also encourages peer-to-
peer learning, professional development for artists and the dissemination of emerging 
international art practices.  
 
Vision 
Gasworks and Triangle create projects and develop partnerships at local and international 
level, prioritising activities that support emerging artists and peer organisations in under-
represented regions or countries. International exchange is at the core of the organisation, 
addressing the need of emerging artists to make new work in contexts that instigate dialogue 
and exchange of ideas. The majority of Gasworks and Triangle’s projects are open-ended, 
process-based and artist led. Similarly, exhibitions are generally the result of new 
commissioned work resulting from long-term engagement and discussion between 
coordinators, curators and artists.  
 
Aims 
The organisation’s aims include:  
 

 Focusing on artists' talent development by providing a physical and conceptual space 
in which to develop, discuss and disseminate emerging artists’ practice.  

 Championing experimentation and innovation in contemporary arts by offering 
resources and stimulating dialogue between artists working within different contexts 
and cultures. 

 Challenging existing readings and re-evaluating historical debates on international 
contemporary art through new curatorial research and artists commissions.  

 Making ambitious and innovative projects accessible to a wide audience as a means 
of providing the public with opportunities for experiencing and taking part in 
contemporary art 

 Ensuring the organisation’s long-term resilience and sustainability through 
fundraising, greater visibility, stronger partnerships and mutual support.  

 
 
 
 
 
 
 
 



 
 
Job Title:     Triangle Network Administrator 
Employer:               Gasworks, 155 Vauxhall Street, London, SE11 5RH 
Reports to:  Deputy Director  
Contract:  12 month contract, part time 
Hours of work:   Wednesday, Thursday (9.30 – 6pm) negotiable 
Salary:  £25,000 pro rata (2 days per week)  
Start date:  Contract starting December 2019 with 3 months’ probation 
 
 
Purpose of Job 
The Triangle Network Administrator is a new, entry-level position providing the Director and 
the Deputy Director of Gasworks & Triangle Network with administrative support. The role 
includes assistance with the running of Triangle projects, communication, funding research 
and drafting funding reports.  

 
You will be enthusiastic, reliable, and highly motivated person who can take on a variety of 
tasks to support the busy working environment at Gasworks & Triangle Network. This is a 
support-role that requires a high level of initiative, communication and organisational skills. 
 
Please visit: http://www.trianglenetwork.org and www.gasworks.co.uk for further information 
on our programmes. 
 
Key Tasks and Responsibilities 
 
Administration of Triangle Activities 

 Supporting the Directors when liaising with international partners in the organisation 
of workshops and residencies. 

 Drafting contracts and letters of invitation between Gasworks/Triangle, partner 
organisations and artists. 

 Supporting the Directors and Development Coordinator in identifying and pursuing 
funding opportunities, including major funding projects such as auctions. 

 Coordination of the Director’s travel and facilitating artists’ mobility, including booking 
flights, researching visa requirements, ensuring that good communication is in place 
between visiting artists and hosts.  

 Opportunities for travel within the UK and abroad for the purpose of relationship 
management and network development.  

 
Monitoring and Reporting on Triangle Activities 

 Monitoring Triangle project budgets. 

 Ensuring all contractual and funding requirements are met by partner organisations 
and artists.  

 Collecting evaluation material from artists and partners, for reporting to funders on 
behalf of Triangle Network. 

 
Managing Triangle Website & Social Media 

 Working with the Head of Communications to ensure the Triangle Website is 
regularly updated with news and information from the Network. 

 Managing the Triangle Network social media and ensure these are regularly updated 
with relevant content from the Network. 

 
 

http://www.trianglenetwork.org/
http://www.gasworks.co.uk/


 
 
Administration  

 Managing Director’s electronic diary, assessing priority of appointments and 
reallocation as necessary.  

 Processing Director’s correspondence, ensuring that incoming correspondence is 
dealt with by the Director/or on behalf of the Director, or other staff as appropriate.  

 Maintaining records of Director’s contacts.  

 Screening calls, enquiries and requests, and deal with them when appropriate.  
 Assisting Director in researching and following up with action on matters which fall 

within the Director’s responsibility.  
 Organising meetings and ensure that Director is well prepared for those meetings, 

preparing agendas, pre-meeting briefings and meeting papers.  
 Meet and greet visitors at all levels of seniority.  
 Any other duties as may reasonably be required by the Director. 

 
 
General: 

 Actively seek to implement Gasworks & Triangle Network’s Equal opportunities 
policies, financial procedures and health and safety policies 

 Contribute to and participate in a collaborative working environment, including weekly 
team discussions and other conversations 

 
 
This Job Description is a guide to the nature of the work required. It is not wholly comprehensive or 
restrictive and does not form part of the contract of employment. 

 
Person Specification 

Required 

 Educated to degree level or equivalent.  

 Excellent communications skills, both written and verbal and attention to detail 

 Strong administrative skills, highly organised and excellent ability to multi-task, use 
initiative and prioritise within a busy working environment  

 Excellent IT skills, particularly in Word, Excel and Photoshop  

 Experience of working as part of a small team and the ability to forge mutually 
respectful and effective working relationships with a diverse group of personalities. 

 An energetic, highly motivated and enthusiastic team player. 
 

 
Desirable skills and attributes 

 Project management experience 

 Experience of working in a small scale arts organisation 

 Experience of managing web and digital content, working with Content Management 
Systems and social media platforms 

 Experience of preparing or assisting on fundraising applications 

 Demonstrable and informed interest in international contemporary art and visual 
culture 

 
Deadline for applications: Monday 4th November, 10am 
Interviews will be held during the week commencing: 18th November 
 


