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APPLICATION PACK

Thank you for your interest Open Eye Gallery’s Volunteer Scheme. In this application pack you will find background information on Open Eye Gallery and our Volunteer Scheme, a duties description and details of how to apply. 

POSITION: Gallery Assistant – Front of House
HOURS: 1 day per week (7.50 hours) 9.45-17.15 with occasional evening support.

TYPE: Voluntary - We reimburse expenses for food and travel up to the value of £7.50
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ABOUT OPEN EYE GALLERY

We believe photography is for everyone and can be meaningful, informing our present and inspiring positive futures.

Open Eye Gallery works with people to explore photography’s unique ability to connect, to tell stories, to inquire, to reflect on humanity’s past and present, and to celebrate its diversity and creativity.

Founded in 1977 Open Eye Gallery is an independent not-for-profit photography gallery based in Liverpool.

We are one of the UK’s leading photography spaces, and the only gallery dedicated to photography and related media in the North West of England.

Open Eye Gallery has consistently championed photography as an art form that is relevant to everyone. We promote the practice, enjoyment and understanding of photography by creating challenging and entertaining opportunities to experience and appreciate distinctive, innovative photographs.

As well as presenting a programme of international, high-quality exhibitions we also house a permanent Archive containing photographs from the 1930s to the present day.

We support established and emerging artists, developing practical, critical and professional skills among photography practitioners; we also offer training and development opportunities to people within our local community.

www.openeye.org.uk

www.facebook.com/OpenEyeGallery

www.twitter.com/OpenEyeGallery

www.instagram.com/openeyegallery

ABOUT THE VOLUNTEER SCHEME

Open Eye Gallery has a long established volunteer programme with a growing community focus. We are keen to encourage individuals from any cultural or educational background to apply we hope we can offer broad development opportunities. These range from;

Transferable skills

· Interpersonal development

· Public Speaking

· Leadership abilities

· Creative thinking

· Problem solving

· Research methodologies

· Organisation skills
Volunteers are an important and valued part of the Open Eye Gallery. Without volunteers Open Eye Gallery would not be able to offer high quality exhibitions and events to the public for free.  We want to ensure that volunteering at Open Eye Gallery helps you to achieve your goals, whatever they may be, and most of all that you enjoy the experience and feel like part of the team.

	VOLUNTEER TESTIMONIALS

	Open Eye is an amazing place to volunteer as the team are committed to tailoring each person's experience, allowing volunteers to gain what they want from their time in the gallery – whether that be producing written work for their blog, developing projects and setting up events or giving people the chance to sell the products of their creativity.  Not only is this a great opportunity to develop skills for growing in the creative industry - you’re guaranteed to work with a friendly and committed team in a welcoming environment and make some amazing friends. (Past volunteer)

I’m currently studying a BA degree in photography and felt as though volunteering at the Open Eye could provide me with relevant experience for my future path. Choosing to do so has definitely been one of the best decisions I ever made. Being surrounded by so many like-minded people whether it be visitors, staff or artists has been incredible. I’ve already made so many friends and connections for life and continue to make more which is just one of the wonderful factors about being a part of the team. Since beginning to volunteer, my knowledge and confidence have massively increased and every time I leave the gallery I look forward to going back again. (Current Volunteer)

Volunteering at Open Eye allowed me to build my confidence when operating in an industry environment. Working for exhibition openings and events provided me with a platform to have great conversation, share my experiences at the gallery and network. (Past Volunteer)




VOLUNTEER DUTIES

	Duties

	Visitor Services/Customer care

· Provide a positive first experience of Open Eye Gallery by welcoming and engaging visitors with our exhibitions and events programme.

· Deal with enquiries in a friendly and efficient manner, face to face, via email and over the telephone.

· Being knowledgeable about our wider programme to offer information to our visitors.

· Process and update visitor data including visitor figures, feedback and research documents in liaison with the Retail and Events Officer.
Galleries, Cafe and Shop 

· Supervise and maintain the small café area, encouraging visitors to use the space.

· Monitoring and supervising the maintenance of reception area, operation of the till – handling cash and card payments.
· Invigilate the galleries; caring for and ensuring the security of the artworks.
Retail

· Assist the Retail and Events Officer with stock orders, storage, returns and stocktaking.

· Visual Merchandising and maintaining the appearance of the shop.

· Product research and contributing to the retail strategy.
· Assist the Retail and Events Officer with social media and marketing of new products.

Event Support 

· Assisting with event set up for exhibition openings, book launches and film screenings.
· Welcoming visitors, serving drinks, supervising reception, collecting visitor details and feedback.

· Assist the Retail and Events Officer with social media and marketing of upcoming events, including designing posters and flyers.

General Administration

· Data Collecting & Filing.
· Inputting & Updating Data.
Other Duties

· Work as a key member of the team and contribute to the achievement of its objectives.

· Monitor CCTV and security measures; reporting any concerns or incidents to the Operations Coordinator.
· Perform light cleaning where required; including maintaining the appearance of the reception area and galleries and completing regular checks to ensure all public facilities (including toilets) are presented to the highest standards.
· Any other duties that may reasonably be required.



APPLICATION FORM
To apply please send a completed application form, outlining what development you wish to gain from your volunteering position, as well as a completed Equal Opportunities Monitoring Form.
Applications should be sent for the attention of Natalie Meer to Open Eye Gallery, 19 Mann Island, Liverpool L3 1BP or by email to: natalie@openeye.org.uk  

	Position applied for
	


	

	Surname                                 
	
	
	Forenames
	

	Title
	
	
	
	

	

	Address


	
	
	Telephone 
	

	
	
	
	Email Address
	

	Postcode
	
	
	Date of Birth
	

	

	Emergency Contact Name:
	

	Emergency Contact Number: 
	

	

	

	

	

	Availability *Please notes that the required working day is 9.45-5.15pm

	Tuesday
	Y/N
	Friday
	Y/N

	Wednesday
	Y/N
	Saturday
	Y/N

	Thursday
	Y/N
	Sunday
	Y/N


	Relevant Experience 

*Please note experience is not essential.
	

	Career Development Goals

*What do you wish to gain from volunteering?
	


	Disability - Do you have any disability that may require an adjustment to the workplace in order for you to fulfil your duties?
	Y/N

	If you have answered yes, please give details

	


	Convictions - Have you ever been convicted of a criminal offence? Declaration is subject to the Rehabilitation of Offenders Act 1974.     
	Y/N

	If you have answered yes, please give details

	


	Where did you hear about this opportunity?

	

	 




	

	Please give details of two references

	Name
	
	Name
	

	Position
	
	Position
	

	Address
	
	Address
	

	Telephone
	
	Telephone
	

	Email
	
	Email
	


	If your application is successful, you may be asked to consent to Open Eye Gallery verifying the information provided.  Please sign and date the declarations and authorisation below.

	I declare that the information given by me, to the best of my knowledge, is true and complete.

In accordance with the Data Protection Act 1998 and new GDPR legislation, I hereby authorise Open Eye Gallery to process the information contained in this application form for recruitment and selection purposes.

	Name (Block capitals)
	

	Date
	

	Signed
	


	Would like to be added to Open Eye Gallery’s mailing list?
	Y/N


EQUAL OPPORTUNITIES MOINTORING FORM

To help Open Eye Gallery to implement their Equal Opportunities Policy we would be grateful if you would complete this form along with your application. The form will be detached from the application form and the information provided will be confidential and in no way used as part of the selection process.

	Gender

	Female     
	
	Male    
	

	Prefer not to answer
	
	

	Transgender status – is your gender identity the same as the gender you were assigned at birth?

	Yes
	
	No
	

	Prefer not to answer 
	
	

	How would you describe your ethnic origin?

	English/Welsh / Scottish / Northern Irish British
	
	Irish
	

	Gypsy or Irish Traveller
	
	Any other White Background
	

	Mixed – White & Black Caribbean 
	
	Mixed – White & Black African
	

	Mixed – White & Asian
	
	Mixed – Any other mixed/multiple ethnic background
	

	Asian or Asian British - Indian
	
	Asian or Asian British - Bangladeshi
	

	Asian or Asian British - Chinese
	
	Asian or Asian British - Pakistani
	

	Black or Black British - African
	
	Asian or Asian British – Any other Asian background
	

	Black or Black British - Caribbean
	
	Black or Black British - Any other Black/African/Caribbean background
	

	Arab
	
	Any Other Ethnic Group
	

	Prefer not to answer
	
	
	

	What Age Group Do You Fall In?

	0-19
	
	20-34
	

	35-49
	
	50-64
	

	65+
	
	Prefer not to answer
	

	Do you have a disability? Any information you provide here will be used for monitoring purposes only – if you need a ‘reasonable adjustment’, then please follow the additional separate process. We will take reasonable steps to meet your particular needs.

	Non-Disabled
	
	Visual impairment
	

	Hearing impairment / Deaf
	
	Physical disabilities
	

	Cognitive or learning disabilities
	
	Mental health condition
	

	Not Known /Prefer not to answer
	
	Other long term/ chronic conditions

	Sexual orientation 


	Heterosexual/ Straight
	
	Gay woman/lesbian
	

	Gay man
	
	Bisexual
	

	Other
	
	Not known / Prefer not to answer
	

	Religious belief

	No Religion
	
	Buddhist
	

	Christian
	
	Hindu
	

	Jewish
	
	Muslim
	

	Sikh
	
	Any Other Religion
	

	Prefer not to answer
	
	

	Marital status

	Married
	
	Civil Partnership
	

	Single
	
	Cohabiting with Partner
	

	Divorced
	
	Prefer not to answer
	


By completing this form you have helped us better understand how we, as an employer ensure equality of opportunity for all.  Thank you.
Open Eye Gallery


19 Mann Island


Liverpool Waterfront 


L3 1BP





 � HYPERLINK "http://www.openeye.org.uk" �www.openeye.org.uk�


+44 (0) 151 236 6768


info@openeye.org.uk





Company Limited by Guarantee No.1204519 & 


Registered Charity No.1056743





Retail


Use of Point of Sale Systems


Visual Merchandising 


Customer Service





I.T


Microsoft Office


Social Media and Marketing
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