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Post:    Visitor Relations and Events Manager 
Team:    Visitor Relations  
Responsible to:  Head of Audience Development 
Contract:   40 hours per week (Flexible hours)  
Salary:    £22,000-£27,000 (depending on experience) 
Pension:    4% of salary 
Holiday:   23 days per annum  
 
 
The Photographers’ Gallery – Background 

Background information on this post: 

The Photographers' Gallery is the UK’s leading centre for the presentation and exploration of photography 
in all its forms and a dedicated home for an international photographic community. Established in London 
in 1971, it has been instrumental in reflecting photography’s pivotal role in culture and society and 
championing its position as a leading art form through a rich programme of exhibitions, talks, events, 
workshops, courses and other activities. 
 
Our mission:  
To champion photography for everyone 
 
Our Vision:  
To stimulate public understanding and deeper engagement with photography and its’ value to society. 
 
Our Key Aims: 

1. To be the UK’s leading photographic gallery with international impact 
2. To be the driving force for debate and new thinking about the role of the 

photographic image in society today 
3. To place innovative learning, diversity and excellence at our core 
4. To ensure long term sustainability for the gallery and all its activities 

 
Overview of Role and Team 
 
The Visitor Relations and Events Manager (VREM) is a central role in the organisation and is essential for 
the direction and delivery of a seamless visitor experience, whether that be for general gallery audiences 
or for clients and guests at VIP events and private hires. Operating as part of the senior management 
team, and reporting to the Head of Audience Development (HAD) with additional accountability to the 
Deputy Director, you will lead a Front of House team of four: one full-time and three part time as well as 
freelance Visitor assistants and events personnel.  
 
You will work closely with and support the HAD in informing and delivering the audience dev strategy by 
ensuring that the audience pipeline is embedded in FOH objectives and that the organisation’s CRM 
system is fully understood and serviced by your team. You will also work with the membership manager 
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to ensure that FOH operates as a key point of sale for our membership packages. 
 
A key part of the role is to work with the Development team to design and advise a range of events from 
private views to special VIP and bespoke client activities, and identify and manage the best hospitality and 
catering teams for the occasions.   You will also work with appropriate team members and other 
colleagues to promote Venue Hire for income generation purposes 
 
Additional Lines of Responsibility and Day to Day Logistics  
 
You will work with the Programming team to advise and support staff required for invigilation of events 
and exhibition tours.  You will work in collaboration with the Senior Gallery Manager to ensure the 
building supports visitor Health and Safety, Fire evacuation and First Aid procedures. You will play a chief 
role in the weekly logistics meetings and ensure that your team communicates the minutes of these to 
the organisation. 
 
You will need to be flexible with your hours of work in order to maintain appropriate levels of staff at 
front of house while the Gallery building is open and to supervise events.  You will be expected to 
organise the team rotas to cover opening hours, and will agree weekly rotas at least one month in 
advance with other members of the team.  Each team member needs to share weekend, bank holiday and 
major holiday cover and duties.  Final approval of all staff rotas for Visitor Relations, trading and Gallery 
Managers is the responsibility of the Deputy Director. 
 
You will split your time appropriately between the FOH desk and the main office to ensure you meet your 
core objectives and operate as a consistent point of enquiry for new business and event management.  
 
Main Objectives: 
 
Visitor Relations: 
 
 Ensure a high quality visitor experience for all audiences and effect a FOH environment that is 

efficient, responsive, informed and informative. 
 Exemplify and train your team to expertly handle a wide range of face to face enquiries across all 

aspects of our activities and provide appropriate assistance to visitors with specific needs 
 Draw up appropriate systems and codes of behaviour for telephone enquiries and ensure your 

team are consistent in their responses and information 
 Ensure you are aware of and able to eloquently convey key facts and narratives for the Gallery’s 

exhibitions, public programmes and events  
 Research and reply to written enquiries, creating and using standard responses to frequently 

asked questions. Liaise with departments as required to assist with originating and completing 
answers to new queries 

 Produce a weekly Information sheet for all staff and lead weekly Logistics meetings 
 Cover Front Desk duties when other members of the team are absent, lunch-cover, illness, annual 

leave.  
 Liaise with the programming team and facilitate smooth and enjoyable visits for groups 
 Effectively and diplomatically handle visitor complaints, including receiving and recording visitor 

feedback 
 Keep up to date with daily events in the galleries as well as external exhibitions and general 

tourist information 
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Events: 
 

 Design, implement and oversee Key Gallery events and corporate hires  
 Direct and supervise appropriate FOH team members in delivering smaller events and hires  
 Arrange debrief and evaluation sessions for PVs/VIP events  
 Be the first point of contact for events and hire enquiries  
 Lead site visits of the Gallery and discuss logistics and ideas for events with clients  
 Show initiative in driving new business and work with communications team in raising awareness 

of our private hires facilities  
 Ensure adequate staffing for all out of hours events (morning and evening) 
 Manage each event to a high standard; including booking additional casual staff for the front 

desk and invigilation, booking agency staff when required, order glassware and other equipment, 
liaise with caterers, schedule and circulate timelines 

 Build and maintain excellent relations with external suppliers (caterers, agency staff, equipment 
hire, AV and technical support) 

 Act as Duty Manager for the building when required: opening and closing exhibitions, provide 
clients/staff access before & after opening hours, lock and alarm the building after events  

 
Strategic: 
 
 Work closely with the Head of Audiences to develop the Gallery’s best practice for Front of House 

visitor interactions  
 Represent the Gallery at relevant external meetings and symposiums when appropriate  
 Work with the Development team to provide best practice for the delivery of the Gallery’s 

General Membership scheme to ensure it reaches annual targets 
 Actively contribute towards developing the Gallery’s Audience Development Strategy and achieve 

target number of responses to audience questionnaires 
 Develop new business opportunities for  private and corporate hires, launches and sponsors 

events working closely with Development and other teams 
 
Managerial: 
 
 Ensure efficient co-ordination with the rotas, holiday and sickness cover for all of the visitor 

relations team 
 Interview and maintain a core group of additional casual and part-time staff such as invigilators / 

security for private views and internal events 
 Maintain handbooks for FOH staff, invigilators and Duty Managers 
 Work with all departments to ensure that any training in relation to Health and Safety, First Aid, 

etc. is accurately delivered, planned and budgeted 
 Be the first-line escalation point for any complaints from visitors and report back to the Senior 

Management Team in a timely manner 
 Work with the Deputy Director to make sure the team are well informed about forthcoming 

programme content and updated regularly about the Gallery’s resources, services and deputies in 
their absence 

 
Cross Team Work: 
 Work with other teams to ensure all events and activities run smoothly and lead to the delivery of 

an exceptional quality of experience for all visitors 
 Work with the Communications team ensure all FoH staff are welcoming, conscientious, 

courteous and respectful of all Gallery visitors including people with special needs 
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 Work with the Deputy Director and other senior managers  to ensure Gallery-wide policies and 
procedures (e.g. Health & Safety, Fire & Evacuation, Child & Vulnerable Adults Protection Policy, 
etc.) are regularly reviewed,  paying attention to any new regulations put forth by the 
Government, Arts Council England or other registered bodies  

 Work with the Gallery Managers dealing with deliveries, gallery closures for installation/delivery 
of crates etc. to ensure as little disruption to visitors as possible 

 Welcome visiting groups and ensure they are efficiently signposted to their point of interest so 
that the reception area remains safe from overcrowding 

 Supervise your tem to carry out questionnaires and other visitor surveys’  
 Work with Development on the Gallery’s general membership, online payments, enquiries and 

members events / evenings  
 Update the staff handbook with Deputy Director for day-to-day and Emergency, available 

electronically and on the Main Reception Desk. Ensure procedures are well communicated to all 
staff 

 
Person Specification: 
 
 At least four years’ experience in a similar role with demonstrable skill at running a range of 

events and teams.  
 Confident and engaging communicator with strong written and verbal skills 
 Ability to use own initiative and lead a team with energy and inspiration 
 Meticulous attention to detail 
 Knowledge of booking and database systems  
 Knowledge of Excel, Word and Photoshop  
 Maintain a professional calm manner when under pressure 
 Experience of creating and managing budgets 
 Experience of sensitively resolving customer complaints  
 Experience of working, and sensitivity to, a diverse audience  
 Passion and knowledge for photography and the visual arts 

 
Desirable Experience:  
 Arts related or public relations training and experience. 
 Senior First Aid Certificate  
 Knowledge or awareness of time based media and new technologies  

 
To apply please download an application form from the Gallery’s website 
 http://thephotographersgallery.org.uk/vacancies and email to info@tpg.org.uk 
 
Deadline for applications: Noon on 28th August 2017 
Interviews to be held:  Week 4th September 2017 
 
We are committed to equal opportunities and encourage applications from all persons without discrimination.  
Whilst the above person specification is essential, we are open to applications from anyone who feels they could 
bring an alternative skill to the role, which would be of equal benefit to the position and the organisation.   
 
The Photographers’ Gallery is a Registered Charity no 262548. 
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