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April 2019
Dear Enquirer
Vacancy for Administrator and Development Coordinator

Thank you for inquiring about the above opportunity. The closing date for receipt of
applications is 10am on Monday 20 May 2019, and interviews will be held at MK Gallery in the
week commencing 27 May.

Enclosed you will find:

1 MK Gallery general information
Job description and person specification
QOutline terms and conditions of employment
Tips for completing your application
Recruitment Monitoring Form
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The application process for this post is by CV and written statement. Your CV and written
statement will be judged against the person specification, which is the list of requirements for
this post. You should ensure your application addresses each point of the person specification,
giving details of the relevant skills and experience you have in each of these areas. Please also
complete and return the Recruitment Monitoring Form. This form is managed wholly separately
from your application and the information you provide is only used to gauge how effective we
are in being open and inclusive.

Commitment to equality and diversity
MK Gallery aims to have a workforce that represents a variety of backgrounds and cultures and
can provide the relevant knowledge, abilities and skills for the organisation.

Anyone who meets the requirements of this job is eligible for employment within MK Gallery
irrespective of age, disability, employment status, gender, health, marital status, sexual
preference, membership or non-membership of a trade union, nationality, race, religion, social
class or other non-job-relevant personal characteristics.

We make every effort to eliminate discrimination, direct and indirect, from our recruitment and
selection process. Where applicable, reasonable adjustments will be made at each stage of the
recruitment and selection process as required to reduce any potential barriers faced by
applicants and to give them equal access to employment opportunities. If you need this
application pack in a different format or would like to submit your application to us in a different
way, e.g. by video or sound file please contact me on 01908 558321, kchadwick@mkgallery.org
or at 3 Theatre Walk, Central Milton Keynes, MK9 3PX.

MK Gallery is committed to the Disability Confident employer scheme. Where a disabled
applicant meets the essential criteria within the person specification for any of the Gallery’s
vacancies, he or she will be guaranteed an interview.


http://www.networkrail.co.uk/who-we-are/diversity-and-inclusion/
mailto:kchadwick@mkgallery.org
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Due to the high volume of applications we receive, we are unable to make individual responses
to applications. If you have not heard from us by three weeks after the closing date you should
assume you have not been shortlisted.

If you have questions, or would like an informal chat about the role, please get in touch. We look
forward to receiving your completed application and thank you for your interest in the vacancy.

Yours faithfully,

Kate Chadwick
Deputy Director
General information for applicants

MK Gallery is a registered charity and limited company. It is situated just 30 minutes by train
from central London. MK Gallery has had over 350,000 visitors since it launched, and is
regarded as one of the UK’s major contemporary art venues. For more details, visit
www.mkgallery.org.

MK Gallery reopened to the public on 16 March 2019 after a period of major expansion. The
expanded facilities, designed by 6a architects, in close collaboration with artists Gareth Jones
and Nils Norman, enables the organisation to build audiences, develop sustainable revenue
streams, and respond to cultural need in the city and region - Milton Keynes is among the
fastest growing urban areas in the country.

The development included:

1 The creation of a sequence of five spectacular new double height exhibition galleries,
the first over 9 metres high, the others 6 metres high, providing space for major
exhibitions of all kinds, with state of the art environmental conditions.


http://www.mkgallery.org/
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The Sky Room, a fully flexible perfectly equipped new auditorium on the upper floor for
up to 300 people, with spectacular views over Campbell Park and the surrounding
countryside, which will be used amongst other things as the first independent cinema
for Milton Keynes, programmed with Curzon Cinemas.

A large community and learning studio, leading out into a playscape designed by Jones
and Norman.

A new independent café and shop facing a new garden integrated within City Club.

A new entrance with a colour scheme that revives the original gallery ‘sandstone and
terracotta’ facade of 1999 with additional iconic signs from early Milton Keynes: a large
red neon heart, the first ever logotype for Milton Keynes and a double headed axe, signs
which are part of a homage to the city’s iconic original design. These tributes continue
around the gallery through new commissions by Jones and Norman inspired by original
1970s planting schemes, city infrastructure, play equipment and public art.

MK Gallery’s mission is to provide access to high quality, innovative and thought-provoking art
from around the world and through its programme, stimulate participation and debate, and
building relationships between artists and audiences.

MK Gallery has three core values that support its mission:

f
f
f

Quality - By championing excellence we seek to raise ambition and build confidence.
Diversity - We welcome and actively support inclusivity.
Opportunity - We are a platform for the development and exchange of art and ideas.

To deliver these values the Trustees set themselves strategic objectives across five priority
areas: Audiences, Artists, Enrichment, Place and Sustainability. In 2017-18 MK Gallery
contributed to the achievement of these objectives in the following ways:

1. Audiences

1 MK Gallery sustained its pre-closure audience numbers from 2015/16 through increased
outreach work via its City Club programme and further development of its events and
learning programmes engaging with over 30,000 people.

1 MK Gallery continued to develop a dialogue with audiences with digital technology
being used across 25% of its learning programmes including early years, family learning
and schools.

2. Artists

1 33% of Project Space exhibitions were dedicated to presentations by early career artists
and 13% of exhibitions were by disabled artists or produced in collaboration with
organisations that work with people affected by disability.

1 MK Gallery’s Scratch Nights provided more than 71 opportunities for female artists (39%

of the programme) and 14 opportunities for BAME artists and performers (12% of the
programme).

3. Enrichment

il

MK Gallery’s family in residence programme continued to identify and connect with new
and hard to reach communities across Milton Keynes. This year saw collaborations with
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four families reaching audiences with little or no previous history of engaging with the
Gallery.

1 MK Gallery supported 14 children to achieve their Arts Award through its core
programmes. In addition approximately 384 children were supported on their Arts
Award journey through the Gallery’s sustained relationships with schools.
4. Place
1 Construction work started on the MK Gallery site to deliver its expanded facilities with
the sub- and superstructure both being completed by the year end.
1 MK Gallery managed a six month collaborative project of over 300 primary school

children, 13 teachers and 5 cultural organisations to explore place-making and what this
means to children and young people in Milton Keynes. The project culminated in an
exhibition Space to Re:Place in June 2018.

5. Sustainability

il

Progress was made towards the Gallery’s capital fundraising with 96% of the total target
in place.

MK Community Foundation and Paul Hamlyn Foundation funding secured within the
year enabled the Gallery to develop a new programme supporting individuals with
medium to extreme complex needs to fully participate in our family programme. The
programme will run for three years from 2018-19. .
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Job Description

Post: Administrator and Development Coordinator
Hours: Full-time (37.5 hours)

Accountable to: Deputy Director

Salary: £22,000

Summary

MK Gallery’s Administrator and Development Coordinator will provide a broad range of

administrative support to the Director, Senior Management Team and Board of Trustees. S/he

will be responsible for the smooth running of the Gallery’s offices and provide administrative

support to coordinate the organisation’s marketing and development functions.

Main duties and responsibilities

Secretarial

To provide secretarial support to the Director and SMT with tasks including but not limited
to: managing diaries, arranging meetings and greeting visitors to the Gallery, writing
reports, drafting speeches and other documents as directed, making travel arrangements,
booking accommodation and organising expenses

To service the MK Gallery Board, its standing committees and working parties which may
include attendance at and minute taking of such meetings.

To maintain minute books, statutory records and other formal records of MK Gallery and be
responsible for the good order of files and archives both in paper-based and electronic
forms.

To manage the Gallery’s incoming and outgoing post.

To research and draft reports and briefing papers as required by the Director, SMT or
Trustees.

To support the Deputy Director to maintain MK Gallery’s HR services including recruitment,
induction, appraisal and personnel records.

Any other duties as maybe reasonably required by the Director or SMT.

To manage the efficient running of MK Gallery’s offices, including acting as keyholder,
providing reception services, maintaining office and ICT supplies and equipment and
dealing with suppliers and contractors.

Development and Communications

1

To update the Gallery’s website and social media accounts as directed by the Head of
Development and Communications.

To research and draft reports and publications and manage design, print and distribution as
directed by the Head of Development and Communications.

To maintain MK Gallery’s CRM database as required by the Director and Head of
Development and Communications.

To arrange receptions, launches, consultations, conferences and other events, including
practical arrangements, invitation lists, hospitality etc as required by the Director and Head
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of Development and Communications and when required take prospective clients on tour of
the building.

1 To assist the Director and SMT in assembling and preparing funding bids and reports
required by funders; complying with the terms of funding agreements, researching and
presenting performance indicators and other information as necessary to meet funders’
requirements.

1 Create and maintain monthly press clipping reports.

General

1 Undertake any other duties reasonably required by the Director or SMT.

1 Carry out the responsibilities of the post with due regard at all times to the policies and
procedures on health and safety, security, child protection, equality & diversity, etc.

91 Provide his/her own clerical support.

Level of Working Contact

]

All MK Gallery staff

Gallery visitors/general public

Staff of Milton Keynes Council, Arts Council England, South East and other stakeholders
and funders

Staff of arts organisations, practitioners in the arts, professional arts contacts and suppliers
Trustees, advisors, suppliers and contractors
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Person Specification

Experience

Administrative experience including minute-taking, record-keeping,
managing diaries and making meeting/travel arrangements

Experience of maintaining and/or setting up office systems e.g. post,
training logs

Experience of supporting the practical organisation of events e.g. guest
lists, ordering food etc

Experience of working with confidential information

Experience of working in a team

Other Skills,
Knowledge
and Relevant
Qualifications

Excellent time management and organisational skills

Excellent verbal and written communication skills, able to communicate
with a broad range of people

Analytical skills - writing reports and summaries

Proven IT skills including confidence in MS Office Software and ideally
also web content management systems

Meticulous attention to detail

Be a team player and be able to work independently of constant
direction and support.

The ability to positively and confidently represent MK Gallery to visitors,
trustees and representatives from external bodies.

The ability and willingness to work outside of ‘normal’ office hours when
required.

A robust and genuine enjoyment of the role and the ability to maintain
these attributes under pressure.
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Outline Terms and Conditions of Employment

This summary contains the general conditions of employment. On offer of employment fully
detailed conditions of employment will be issued.

Post Administrator and Development Coordinator
Name of employer MK Gallery, a registered educational charity
Place of work MK Gallery

3 Theatre Walk
Central Milton Keynes




