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Role description


Essential Information and Role Summary


Role Summary

This new role will work with the ‘a space’ arts creative team to support delivering planned 
projects, exhibitions, events and activities at God’s House Tower (GHT), the Arches studios, RIPE 
and our Artist Resources programme.  The role will also support artists by responding to their 
enquiries or signposting them to the right resource, project or team member.


Specifications

• Job title: Artist Support Officer

• Hours: 24 hours per week over 7 days 

• Rate: £13.00 per hour

• Freelance contract: Initially offered as a 6 month (circa May to October) contract an option to 

extend could be available dependent upon performance and funding.


Timetable

• Closing date for applications: Friday 5th April (at 9:00am)

• Interviews: Wednesday 10th April at GHT (times to be confirmed - date not negotiable) - travel 

expenses will be reimbursed for interviewees with caring responsibilities.

• Start date: ASAP after references and contracts agreed (ideally week starting 29th April 2024)


How to apply

To apply for this role please submit the following information to kalleesha@aspacearts.org.uk

• An up to date CV

• A covering letter outlining, your motivations to take on the role at this point of your career, what 

you hope to get from the role, and what you hope to bring to it.


Access

We aim to reduce barriers for people applying for opportunities and can offer a range of ways to 
apply including audio and video application formats. Please contact us to discuss any individual 
needs that would enable you to make your best possible application by contacting 
kalleesha@aspacearts.org.uk, calling 07824 326005, or writing to GHT, Town Quay Road, 
Southampton, SO142NY.


Diversity

We welcome applications from people of global majority communities, of any sexual orientation, 
gender or socio-economic background. It is important to us that our team is representative of the 
city’s communities and we welcome applications from people with a range of different backgrounds 
and life experiences. 




Expanded Information and Role Details


Overview:

• Job title: Artist Support Officer

• Hours: 24 hours per week over 7 days 

• Freelance contract: Initially a 6 month (circa May to October) contract with an option to extend 

dependent upon performance and available funding

• Rate: £13.00 per hour, equating to £312 per week or £8112 over the 6 month contract

• Location: Based at Gods House Tower, SO14 2NY and working across project locations in 

central Southampton

• Reporting to: Curator & Programme Manager - working as part of the Creative Team


Role summary

A competent individual is required to work as part of the ‘a space’ arts (ASA) creative team to 
support delivering planned projects across GHT, the Arches studios, RIPE and Artist Resources.


The new post will play an important role within the team to support artists and deliver a range of 
duties across the organisations exhibitions, events and activities programme during a busy six 
month period. The role will work directly with both the Curator & Programme Manager and 
Creative Support Officer.


Main roles and responsibilities:

The role will support delivering creative projects across the organisation whilst having a focus on:

• Being the first point of contact for artists and either directly responding to enquiries and/or 

signposting them to the right resource, project or team member.

• Supporting colleagues and artists to deliver exhibitions, events and activities across the 

organisation's programme at our venues and/or online.

• To support exhibition installations/de-installation by working with team members, artists and/or 

technicians.


The role will play a crucial support role in the delivery of activities across our Artist Resources 
programme, at the Arches Open Studios and across a summer season of RIPE exhibitions and 
events in Old Northam Road.  A summary of these duties include: 


RIPE exhibitions and events - ripesouthampton.org.uk

The RIPE season runs from May to October with this role playing an important role in supporting 
the creative team to deliver series of exhibitions/events. The role will support the creative team 
by being the first point of contact for the RIPE artists, assisting to prepare the spaces before the 
exhibitions/events, assisting the artists to be realise their exhibitions, collating information and 
images of the artists for promotional use, supporting opening night events, and collating post 
exhibition evaluations and impact reports.


Arches Open Studios - aspacearts.org.uk/ArchesOpenStudios2023

Open Studios 2024 runs across the weekend of 8th/9th June and is a highlight of the studios 
cultural calendar. All 22 resident artists open up their studio spaces for the weekend along with 
hosting a range of workshops, activities and exhibitions with the weekend being complemented 
by live music, street food and a craft beer bar.


https://ripesouthampton.org.uk/
https://aspacearts.org.uk/events/aos2023


The role will begin when a lot of Open Studio planing is already in place and therefore duties will 
focus around supporting the Creative Programme Officer to deliver a wide range of activities 
ahead of and on the weekend itself.  This will include liaising with studio artists to support them 
in preparing for the weekend, collating information about workshops, collating information and/or 
images of the artists for promotional use, and collating information for evaluations and impact 
reports.  


The role will also be present over the course of the weekend to assist the artist and Creative 
Programme Officer as required in the delivery of a successful open studios weekender.


GHT - godshousetower.org.uk

To support the team deliver activities and events linked to the main exhibitions programme.  This 
could include assisting to install exhibitions and prepare them ahead of opening nights or public 
opening hours, attending linked events and supporting the artist to deliver workshops etc. The 
role will also assist to coordinate and deliver Artist Voices, a panel discussion featuring an 
exhibited artist and panel of guest experts. 


Artist Resources - aspacearts.org.uk/ArtistResources

The role will support delivering a number of pre-set activities including: 


• One-to-Ones

The role will support a series of freelance guest mentors to offer Artist One-to-Ones across the 6 
month duration of the contract. The post holder will ensure communications colleagues have all 
required information about the mentors, all artists booking sessions have supplied the required 
information and both are ready for the sessions and sent post One-to-One evaluation form.


• Artist Resource Handbook

The role will update an existing Artist Resource Handbook that offers advice and guidance on a 
range of career opportunities for visual artists, including sources of funding.  Across the duration 
of the role the post holder will both update the existing information and transfer it from a 
downloadable PDF to a new webpage.


• Funding Workshops/Sessions

Across the duration of the role a funding workshop (or series of smaller workshops sessions) will 
be hosted in person and online for artists looking to make funding applications.  The post holder 
will assist to organise and promote the workshops along with supporting their delivery and post 
event evaluation.


Experience, Skills and Abilities – Essential (E) / Desirable (D)

Experience:

• Experience of working to support visual artists or the ability to demonstrate transferable skills 

from an alternative cultural sector (E)

• Experience of the challenges visual artists face and ways these can be overcome (D)

• Experience in delivering exhibitions or events and successfully staging public activities (D)

• Experience of working as part of a small and busy team (D)


https://godshousetower.org.uk/exhibitions/
https://aspacearts.org.uk/artist-development


Skills:

• Organisational skills to co-ordinate and facilitate meetings, events and group activities (E)

• IT skills across a range of programmes including word and excel (or equivalents) (E)

• Communication skills and the ability to participate in group conversations (E)

• Familiarity with Mac operating systems (D)


Abilities:

• Ability to source, collate and communicate opportunities to assist visual artists (D)

• Ability to self-manage time effectively and prioritise workloads to meet deadlines (E)

• Ability to be self-motivated, methodical and flexible in equal measure (E)

• Ability to celebrate success and cope with frustrations in equal measure (E)

• To professionally represent the organisation at external events and advocate as required.

• To work with organisational policies and engender a supportive culture within the organisation.

• To support colleagues including the director and to take on any reasonable requests.


Additional terms and responsibilities

Duration

An initial 6 month contract is available, including a 1-month probation period.  A further contract 
could be available depending upon performance and the availability of funding at the end of the 
contract period.


Creative Case for Diversity

All members of the team, contracted or freelance, have a responsibility to play their role in 
delivering the organisation's Creative Case for Diversity work internally by engaging with 
organisational initiatives and externally by appropriately representing the organisation.


Working structure

Delivering the duties of this role is set at 24 hours over a 7 day week as some of the events the 
role is supporting will happen across weekends.  Therefore the hours worked within the role will 
vary and can be agreed in advance by the roles line manager.


Line management and training

The role will be line managed by the Curator & Programme Manager with one-to-one meetings 
every 6-8 weeks. Through this we will aim to support your well-being and development within 
the role.


Organisational Culture

All members of the team, contracted or freelance, play an important role in maintaining and 
furthering a good working culture and practice all team members making a positive contribution 
to sustain good working practices.


How to apply

We operate a blind recruitment process to ensure parity and manage unconscious bias, therefore 
when applying the selectors will not see your name or any personal details submitted on your CV 



or covering letter until the shortlisting process is complete. Your application will be received and 
initially reviewed by a member of the team who is not on the selection committee.


If you are interested in applying for this role we invite you to submit the following information to 

kalleesha@aspacearts.org.uk by Friday 5th April (at 9:00am)

When applying please make sure you:

• An up to date CV

• A covering letter outlining your motivations to take on the role at this point of your career, what 

you hope to get from the role and what you aim to bring to it.


Application timetable

• Advertised from: Friday 8th March

• Closing date: Friday 5th April (at 9:00am)

• Interviews: Wednesday 10th April at GHT (times to be confirmed - date not negotiable)

• Start date: ASAP after references and contracts agreed (ideally week starting 29th April 2024)


Travel expenses will be reimbursed for interviewees with caring responsibilities.


We aim to reduce barriers for people applying for opportunities and can offer a range of ways to 
apply including audio and video application formats. Please contact us to discuss any individual 
needs that would enable you to make your best possible application by contacting 
kalleesha@aspacearts.org.uk, calling 07824 326005, or writing to GHT, Town Quay Road, 
Southampton, SO142NY.


We welcome applications from people of global majority communities, of any sexual orientation, 
gender or socio-economic background. It is important to us that our team is representative of the 

city’s communities and we welcome applications from people with a range of different 
backgrounds and life experiences. 


About ’a space’ arts - aspacearts.org.uk

Since our inception in 2000 we have come a long way. Established as an organisation ‘by artists 
for artists’ we retain an enterprising approach to developing a portfolio of projects that achieve 
our aims of supporting visual artists and inspiring audiences. Since our first gallery, a converted 
Victorian shop unit on Old Northam Road, we have since grown incrementally and strategically 
across multiple projects, culturally reanimating several buildings in the city, becoming a 
registered charity and an Arts Council England (ACE) National Portfolio Organisation (NPO).

https://aspacearts.org.uk/
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