
 

 

Front of House Assistant  

Job Description and Person Specification 

 

Introduction  

 

Gasworks & Triangle Network 

 
Gasworks and Triangle Network provide a wide and diverse range of emerging UK and international artists 
the opportunity to research, develop and disseminate ambitious and high-quality art to an ever-expanding 
visual art audience. Key to this is our commitment to making contemporary art accessible to the widest 
range of audiences both locally and internationally. 
 
Gasworks offers studios to London-based artists and delivers a programme of exhibitions, including co-
commissions with regional partners, residencies and a community-led participation projects reflecting the 
concerns, ideas and urgencies in contemporary society. These are accompanied by accessible in-person 
and online events.  
 
Gasworks is also the hub of Triangle Network, an informal network of international arts organisations who 
collaborate to promote emerging talent through cultural exchanges, artist’s mobility, peer-to-peer learning 
and professional development for creative practitioners. The majority of Triangle partners operate in 
Africa, Asia and Latin America, in countries where cultural infrastructure is limited or where practitioners 
feel isolated.  
 
Our mission is to: 
 

• Focus on artists’ talent development by offering physical and conceptual space in which to 
research, develop, discuss and disseminate emerging practices  
 

• Create an inclusive, diverse, supportive and equitable environment where stakeholders can 
grow personally and professionally  
 

• Champion experimentation and innovation and stimulate dialogue in/from different contexts and 
cultures 
 

• Challenge existing historical readings through new curatorial research and art commissions  
 

• Stay at the forefront of artistic, social and political debates on diversity, inclusion and the climate 
crisis 
 

• Make ambitious and innovative art projects accessible and relevant to a wide and diverse 
audience  
 

• Collaborate with local groups to offer opportunities to experience and take part in contemporary 
art  
 

• Grow the organisation’s reputation, resilience and sustainability.  
 
 

 

 

 

 

 

 

 



 

 

Purpose of the job 
 
Front of House Assistants provide a welcoming and informative service for all visitors to Gasworks, 
contributing to the Audience Development Strategy and working with the Communications and 
Development Assistant and Front of House team. They welcome visitors, answer queries about 
exhibitions and Gasworks’ wider programme, look after the artworks, and always ensure an excellent 
standard of service to visitors. This is an entry- level position suitable for art students or recent 
graduates who would like some experience working in a professional arts organisation. 

 

Front of House Assistant 

Job Description 

 

Salary: Working 
hours: 

 
Contract: 
Reports to: 

 

 

Front of House 

£11.05 per hour (London Living Wage) 
Shifts on Saturdays and/or Sundays or any weekday cover (11.45 – 6.15pm) – 
as per rota (min x2 per month) 
12 month fixed term contract 
Development Manager 

• Provide a warm and knowledgeable welcome to all visitors to Gasworks including gallery 
audiences, groups and those attending participation events 

• Ensure that Gasworks front of house areas are tidy, presentable and comply with Health 
and Safety standards for the public and staff 

• Invigilation of the gallery 12pm – 6pm 

• Support the production of signage and interpretation materials for all programmes 
• Maintain the storage and presentation of the shop (artist editions and merchandise) 

• Respond to enquiries via telephone and email 

• Assist with any sales or enquiries in the shop. Report any sales by email to Development 
Manager at the end of day. Monitor the gallery info email accounts and respond to enquiries 

 
Communications and External Relations: 

• Collect audience surveys and enter data (annual target 400+ per year) 

• Contribute to Gasworks social media accounts in partnership with other team 
members 

• Data entry for mailing lists as directed by the Communications Manager 

• Support the Communications Team with mail outs and flyer distribution 

 

Events and Programmes: 

• Support the smooth running of events (private views, public programme, VIP events) in 
liaison with Communications and Development Assistant 

• Read up and keep fully informed about exhibiting artists and residency artists 

• Ensure the participation space is kept clean and tidy and kitchen is well stocked 

• Support, where appropriate, Participation Residency Artist in setting up and clearing space 
for workshops, welcoming participants and any other duties required 

 
General: 

• Carry out jobs as directed by the Communications and Development Assistant 

• Actively seek to implement Gasworks Equal opportunities policies, financial 

procedures and health and safety policies 

• Email report of daily activities and task updates at the end of every shift. 



 

 

Front of House Assistant Person Specification 

Essential 
• Experience working in a customer-facing environment 

• Excellent written and verbal communications skills 

• Experience of managing digital content and social media platforms 

• Confident working independently but also as part of a small team 

 
Desirable 

• Experience of working at events 

• Good technical skills including image editing 

• Knowledge of contemporary arts 

• Knowledge of local area 

 

Terms and conditions 

• 12 month fixed term contract, starting asap 

• Guaranteed contracted hours: 24 days of work over a 12 month period 

• Hours of work: 11.45am – 6.15pm, casual Saturdays and/or Sundays or when required for 
events. Agreed through a rota system managed by the Communications and Development 
Assistant 

• Salary: £11.05 per hour 

• The period of notice is two weeks in writing 

• Probation period: 1 month 

• Annual leave allowance calculated and paid twice a year 

 

 

Equality, Diversity and Inclusion  
 
Gasworks is committed to equal opportunities. We welcome applications from candidates of all 
backgrounds and are committed to building a diverse workforce. We particularly encourage applications 
from Black, Asian and ethnically diverse candidates, and disabled candidates, who are currently under-
represented in employment within the visual arts.  
 
Gasworks is fully accessible and compliant with the Equality Act 2010. We are a Disability Confident 
committed employer and guarantee to interview anyone with a disability whose application meets the 
minimum criteria for the post. By ‘minimum criteria’ we mean that the individual must provide us with 
evidence in their application form, which demonstrates that they meet the qualifications, skills or 
experience defined as essential in the Person Specification.  
 
The selection process will include a written cover letter, CV, and a panel interview. If you require any 
different arrangements at any stage of the selection process, please contact Laura Hensser on 
laura@gasworks.org.uk 

 


