Job Title: Collections Coordinator and Preparator

Organization: Penticton Art Gallery
Job Type: Permanent Full-Time
Language Required: English
Location: Penticton, BC
Application Deadline: 5 pm Monday January 24, 2022
Job Start Date: ASAP
Application e-mail: admin@pentictonartgallery.com
Salary: $20 hr + benefits after 3 months 

Job Description:
Collections Coordinator and Preparator
Regular/Full Time (37.5 Hours per week)

Reports to: Director/Curator

Monday – Friday 9:00 am – 5:00 pm (1/2 hr unpaid lunch break) 

 * plus the occasional evenings and weekends as needed. 

The Penticton Art Gallery’s mission is to engage the public in an ongoing dialogue about issues and ideas that affect our numerous communities, as expressed through contemporary and historic art practices, while providing opportunities for the public to interact with artists and the artistic process.

The Penticton Art Gallery exists to exhibit, interpret, preserve, and promote our collective artistic and cultural heritage as expressed through the visual arts. This is supported by the creation of education and outreach programs to engage our community in local, regional, and global issues while also being attentive to cultural and gender diversity and the work of Indigenous artists. We envision a gallery accessible to everyone as a vibrant public space in service of our community, to foster greater social engagement, critical thinking, and creativity.

The Penticton Art Gallery acknowledges that the land on which we gather is the unceded, traditional territory of the syilx (Okanagan) Peoples. 

Position Summary:
The Penticton Art Gallery is looking for a highly organized, detail-oriented individual to join our team as our Collections Coordinator and Preparator. 

Working under the supervision of the Director/Curator, the Collections Coordinator and Preparator will assist with the installation and dismantling of exhibitions, framing of artwork, shipping and receiving, the cataloguing, documentation, research, storage, and maintenance of the gallery's permanent collection, plus general gallery maintenance, and assisting with event set-up and fundraising activities. 

Qualifications:
The ideal candidate will have a knowledge, background and passion for the visual arts and prior experience working in an art gallery or museum. They must be able to work both independently and collaboratively and must demonstrate initiative and attention to detail in internal and external communications. The candidate should be willing to foster strong community relationships with artists, as well as with external service providers such as art shippers, fabricators and other art service companies. They must be resourceful in researching and sourcing materials and equipment, and learning independently to execute, teach, and/or delegate processes for packing, shipping, and installation of works, noting the prevalence of unusual materials and technologies in contemporary art. As such excellent speaking and writing skills, a desire to learn and teach, and ability to problem solve and manage priorities of time, space, staff, and budget, are key to this position.

Additional Considerations
 * Woodworking experience and the safe operation of basic power tools, including table saw, chop saw, drills, etc is an asset.

* Excellent research skills and experience with data entry


* Experience handling of artwork, including installation, packing, crating and shipping

* Must be able to work the occasional late evenings and weekends as scheduled

* Must be able to multi-task and perform in a fast-paced dynamic work environment

* Able to lift a minimum of 50 lbs.

* Able to bend, crawl, reach high ceilings, climb ladders, etc.

* Good communication skills (written and verbal)

*  The successful candidate must also have a working knowledge of the Windows system, Microsoft Office, including Word and Excel for communications; and an understanding of data entry and linking records in a relational database is an asset. 

How to Apply
                                                                                                                                                                                                                                                                The Penticton Art Gallery  is committed to employment equity and diversity in the workplace and welcomes applications from women, members of racialized groups/visible minorities, Indigenous persons, persons with disabilities, persons of any sexual orientation, and persons of any gender identity or gender expression. We welcome applications from all qualified candidates.

Interested applicants are asked to apply online to job reference by 5:00 pm on Monday January 24, 2022.  

 Please send a cover letter detailing your qualifications and your experience  along with your resume, in a PDF format with the subject line  “Collections Coordinator and Preparator” by e-mail to: admin@pentictonartgallery.com
