
March 2018 
 

 

Dear Applicant, 

 

This application pack for the position of Programme Coordinator at the South London 

Gallery includes: 

 About the South London Gallery 

 Job Description 

 Person Specification 

 

Please complete the South London Gallery application form and equal opportunities 

monitoring form, which you can download from our website 

www.southlondongallery.org/page/jobs-opportunities. 

 

The purpose and key tasks and responsibilities of the position are set out in the job 

description. The knowledge and experience and skills and attributes we are looking 

for in the successful candidate are listed in the person specification. It is important to 

read carefully all the information before completing the form. 

 

Please do not attach CV, references or educational certificates to your application 

form. Applications in the form of CVs will not be considered.   

 

Please send completed applications to recruitment@southlondongallery.org with the 

subject line Programme Coordinator.  

 

The closing date for receipt of completed applications is 10am Monday 23 April. We regret 

that applications received after that time cannot be considered. 

 

Interviews will be held on Tuesday 1 May. Shortlisted candidates will be contacted by 

phone or email and invited to attend, at which point we will outline the full details of 

the selection process. This may include carrying out a selection exercise to test your 

ability to carry out specific requirements of the job. 

 

Unfortunately we are unable to write back to all applicants at the shortlisting stage, or to 

give specific feedback on why you have not been shortlisted. If you do not hear from us by 

Friday 27 April, please assume that you have not been shortlisted in this instance. 

 

If you have any queries regarding the process or role, please contact Simon Parris on 

020 7703 6120.  

 

Thank you for your interest in the South London Gallery. We look forward to receiving 

your application. 

 

 

 

Simon Parris 

Head of Programme 

  



South London Gallery 
 

The South London Gallery (SLG) is a locally, nationally and internationally recognised 

centre for contemporary visual art with an acclaimed and award-winning education 

and outreach programme. The gallery welcomes over 140,000 visitors annually and 

involves thousands of participants in far-reaching education activities every year.  

 

The gallery opened on its present site on Peckham Road in 1891 as the South London 

Fine Art Gallery and Library. Its founding mission to “bring art to the people of south 

London” is a vision which continues to hold true to this day, with a particular 

emphasis, over the past twenty years, in showing challenging new work by emerging 

and established British and international artists.  

 

The gallery’s beautifully proportioned and high-ceilinged Victorian exhibition space is 

now complemented by a suite of buildings in a previously derelict neighbouring house 

and a purpose built extension which opened to the public in 2010. Offering a rich 

programme of exhibitions, film, performance, artist commission and residencies, 

together with innovative education and outreach projects, the SLG aspires to be 

internationally recognised for excellence and innovation, and to enhancing the quality 

of life in the local area.  

 

The SLG’s successes in recent years, led by the gallery’s director Margot Heller, have 

resulted from the organisation's capacity for excellence and risk-taking in 

contemporary visual arts programming, combined with its emphasis on inspiring new 

as well as established audiences through highly regarded education and outreach 

programmes. In a five year period, staff numbers have more than tripled whilst the 

gallery has transformed in scale, profile and impact with annual visitor numbers 

increasing more than five-fold from 25,000 to over 140,000.  

 

The South London Gallery is a registered charity and receives annual income from 

funders Arts Council England, as a National Portfolio Organisation, and Southwark 

Council, while the remainder is raised from a range of sources including statutory 

funds, individual donations, corporate sponsorship and trusts.  

 

The former Peckham Road Fire Station  
 

The South London Gallery is delighted to have been donated the Grade II listed former 

Peckham Road Fire Station, across the road from the SLG’s main site, by an 

anonymous benefactor. Dating from 1867 and the earliest surviving example of a 

purpose-built fire station in London, the derelict, four-storey building will be 

transformed into a new cultural centre, enabling the SLG to expand its programme, 

create a publically accessible archive and deliver a range of heritage engagement and 

interpretation activities. This new development will enable the SLG to respond to 

increasing demand for its programmes, simultaneously ensuring that the Fire Station 

will be preserved for future generations to enjoy and provide much-needed free public 

space at a time of rapid change in the local area.  

 

The SLG has been awarded funding from the Heritage Lottery Fund, the Mayor of 

London and others to enable the SLG to restore the building, deliver an extensive 

archive, engagement and interpretation project and open the building to the public.    

 

 
 

 

 
 

South London Gallery is a registered charity, number 312160. 

Trustee: The SLG Trustee Ltd, company number 04720002 

Registered office: 65-67 Peckham Road, London, SE5 8UH  



 
 
 
JOB DESCRIPTION:  
 

Job Title:   Programme Coordinator 

Salary:  £22,000 to £25,000 

Employer:   South London Gallery 

Place of work:  65-67 Peckham Road, London, SE5 8UH 

Reports to:  Head of Programme 

Working hours: Mon-Fri, 10am–6pm, plus occasional evenings. 

 

PURPOSE OF ROLE 
 
The South London Gallery (SLG) is embarking on a period of significant growth and is 

seeking an enthusiastic and dedicated Programme Coordinator to work with the 

programme team on the administration and delivery of the artistic programmes, 

including supporting its development at the SLG’s second site, the Fire Station. The 

post holder will bring; excellent administration and event organisation skills, an ability 

to work to deadlines, and a keen eye for detail, in order to help deliver projects to the 

highest standards. The position will report to the Head of Programme and work 

closely with the programme team which includes the Director, Projects Curator, and 

Gallery Technician.   

 

KEY TASKS AND RESPONSIBILITIES 
 

Programme Administration 
To contribute to all aspects of the exhibition making process, including:  

 

 maintaining the programme administration systems, such as; updating the 

exhibition planner and gallery calendar, organising programme team and 

cross-departmental meetings, creating agendas and taking meeting minutes, 

updating mailings lists and contact databases, processing invoices for 

payment and responding to general enquiries and exhibition proposals in 

consultation with the Programme team; 

 

 organising and booking travel, accommodation and other arrangements for 

visiting artists and associates; 

 

 providing professional administrative and logistical organisation for events 

including; completing event and image rights forms, managing guest lists, co-

ordinating event related staff, monitoring booking levels and managing how the 

room is set-up; 

 

 collating materials for SLG print and publications, funding applications and 

proposals, internal quarterly SLG Board reports and monitoring reports in 

respect of programme activities; 

 

 provide first round proof reading across programme materials, for example 

publications, exhibition interpretation materials and online content;  

 
Programme Development 
 

 research as outlined by the programme team, for example; solutions and 

contractors to realise projects to a high standard and potential venues for 



touring exhibitions, producing touring overview documents and maintaining 

associated records. 

 

 leading on the administration of the SLG’s collection, ensuring records are up 

to date and accessible and acquisitions are properly processed, working 

alongside the Head of Programme and Southwark Council’s Curator, Libraries 

and Heritage Team;   

 

 assisting the Projects Curator with the production and administration of the 

artists’ editions programme, maintaining accurate sales and stock records, 

managing the safe storage of editions, occasional duties at art fairs and 

liaising with customers; 

 

 archiving materials for past exhibitions, keeping accurate records of 

exhibitions, collating materials from colleagues, recording the materials logged 

and filing the records in accordance with SLG policies. Working with 

colleagues, identify and prepare material to highlight past SLG exhibitions and 

projects on the SLG website, in the archive and via social media. 

 
Programme Delivery 
 

 working with the Head of Programme, Projects Curator and Gallery Technician 

towards the efficient installation and de-installation of exhibitions, including 

acting as a key holder, with the ability to work unpredictable hours during 

installation periods;  

 

 assisting with the monitoring of the physical condition of exhibitions and 

ensuring that they are in good order and fully operational during opening 

hours; 

 

 hosting and assisting with hosting events, specifically taking responsibility for 

realising co-hosted/external events and managing the SLG’s quarterly public 

critical forum The Conch with an invited external programmer. This includes 

working outside of usual office hours and specifically some Wednesday 

evenings each month; 

 

 leading on the coordination of the Communal Kitchen usage at the Fire Station, 

working with colleagues from across the gallery to help deliver events and 

ensure all logistical requirements are in place. This will require working 

particularly with the Heritage Education Coordinator and the wider Programme 

team; 

 

 providing tours for the general public and invited guests of the gallery, for 

example exhibition and gallery introductions for university groups, SLG Fans 

and Patrons; 

 

General 
 

 provide cover and admin support where required, in particular in the absence 

of the PA & Office Manager; 

 

 attend weekly staff meetings, and bi-monthly cross departmental organisation 

development meetings, e.g. access and diversity and sustainability forums; 

 

 operate in accordance with the SLG’s employment, health and safety, equal 

opportunities and other practices, policies and procedures; 

 



 to undertake other such duties as may reasonably be required; 

 

 ability to work evenings and weekends on a regular basis, for which TOIL (time 

of in lieu) will be given. 

 
 
PERSON SPECIFICATION: 
 

  

Knowledge and Experience  

  

 

Requirement 

A relevant undergraduate qualification or participation in an 

equivalent programme of study (including alternative, peer 

organised and non-accredited programmes), or a minimum of 12 

months’ experience within an arts organisation. 

 

Essential 

Demonstrable interest in contemporary visual arts. Essential 

Experience of innovative approaches to widening access to 

contemporary art and heritage, experience with people with diverse 

backgrounds, needs and experiences.  

 

Essential 

Previous experience of event organisation and logistics. Essential 

Strong numerical skills and experience keeping financial records and 

following financial processes. 

 

Desirable 

Knowledge of the local area of Peckham & Camberwell and an 

understanding of the issues affecting the communities that live and 

work in the area.   

 

Desirable 

  

 Skills and Attributes  

 

Requirement 

 

Excellent verbal and written communication skills, with great attention 

to detail and proof-reading ability. 

 

Essential 

A proven ability to forge working relationships with a wide range of 

people, including groups from partner organisations and local 

communities. 

 

Essential 

Highly computer literate with the ability to use MS Word, Excel, 

Outlook, PowerPoint, as well as accurate keyboard, word processing 

and spreadsheet skills.  

 

Essential 

Strong organisational skills, proven ability to plan time realistically, 

prioritise a varied workload under pressure to meet deadlines. 

 

Essential 

Be an excellent team worker, with an ability to also work unsupervised 

and under your own initiative. 

 

Essential 

 


