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Operations Coordinator
Dear Applicant
Thank you for your interest in the post of Operations Coordinator. Please find attached a Job Description and Equal Opportunities Monitoring form. Please return both to me if you would like to apply for the position.
Chapel Arts Studios is a small dynamic organisation operating in the heart of Andover, with a gallery space (The Chapel), a network of Associate Artists and a growing community programme. If you are passionate about the impact the visual arts can have on the community and are equally passionate about supporting artists to create exceptional work then we would love to hear from you. We are an Arts Council England National Portfolio Organisation (www.artscouncil.org.uk/npo-investment-programme) and work closely with other Stakeholders to deliver our programmes.
Please visit our website before applying to get more information www.chapelartsstudios.co.uk and if you would like an informal conversation before applying contact Russ Tunney russ@chapelartsstudios.co.uk. 
We look forward to hearing from you

Russ Tunney
Director
Chapel Arts Studios
[image: A person and person looking at art on the wall

AI-generated content may be incorrect.][image: A painting of a chessboard and rocks

AI-generated content may be incorrect.][image: A child drawing on a wall

AI-generated content may be incorrect.]

JOB DESCRIPTION
Job Title: Operations Coordinator
Responsible to: Director
Responsible for: N/A 
Internal stakeholders: Curator & Programme Manager, Engagement Lead, Marketing Lead, Events Assistant, Trustees.
External stakeholders: Associate Artists, Cultural Peer Organisations & artists, Arts Council England, Test Valley Borough Council, Hampshire Council, Andover College, Winchester School of Art, Community Partners and Youth Organisations. Media, Press, and Influencers. Social Media Agencies. 
ABOUT CAS
Chapel Arts Studios (CAS) is a socially engaged contemporary visual arts charity based in Andover, Hampshire. We are a gallery, artist support and community arts organisation.
We are one of Arts Council England's National Portfolio Organisations (NPO).
We believe that in a disconnected community with lack of access to cultural opportunities for all, we create a home of connections and possibilities through art. By being part of the cultural transformation of Andover and championing inclusion and creative potential in the wider region, we inspire our communities and nurture creatives, thus transforming lives. 
It is our mission to work with our local communities and give a sense of belonging to everyone engaging with us. We develop and nurture artists of all ages to maximise their potential and inspire our communities by sharing high quality art with them. 
ROLE SUMMARY 
The Operations Coordinator is a hugely varied and rewarding role with responsibility for ensuring the smooth running of our activities. The Operations Coordinator sits at the heart of all that we do, involved in a wide variety of areas and with a range of stakeholders, including staff, freelance practitioners, visitors, technicians, contractors and volunteers. This role would be perfect for someone who has experience of working in an organisational capacity, with an interest in the arts and who has experience in venue operations. It needs someone with a friendly can-do attitude, who enjoys working in a small team, loves finding practical solutions, with great attention to detail and who thrives in an environment with lots of variety.
With a busy programme of exhibitions, as well as an expanding and ambitious participation programme, this is an opportunity to work alongside other members of the team to ensure that our impact is profound within our communities.
CAS STAFF STRUCTURE




	Operations Coordinator

	Working Hours: 
	Part Time – 2 days per week
Some occasional evening and weekend work may be required according to business needs, which can be accrued and claimed back as TOIL. 

	Annual leave: 
	The annual leave period runs from April to March, and you will be entitled to 28 days holiday (Pro Rata) per year (including Bank Holidays).

	Salary
	£25,000 pro rata

	Notice Period: 
	2 Months 



MAIN DUTIES & RESPONSIBILITIES 
Collaborating closely with the Director and the rest of our small team, you will play a key role in developing and delivering the systems that allow our programmes and people to thrive. You will be responsible for our operational management systems, processes and practices, ensuring we remain legally compliant. You will also ensure all our operations are carried out in an appropriate, accessible, environmentally sustainable and cost-effective way. There is also a responsibility to manage our venue, The Chapel, maintaining a space that’s highly accessible as a place to work, rest, meet, create, store and share. The postholder will play a pivotal role in our mission to create innovative opportunities to deliver work which positively impacts our communities, and the role will play a key role in ensuring that all of our activity is connected and effectively delivered. 
[bookmark: _Hlk213836764]General
· Establish and maintain clear lines of communication with stakeholders – staff, freelance practitioners, volunteers and Trustees. 
· Give organisational support to other staff as agreed. 
· Produce contracts for staff & contractors and manage the induction process.
· Organise and participate in the organisation’s employee training programme.
· Oversee the staff rota.
· Manage the organisation’s administration with key agencies such as Companies House and The Charity Commission.
· Be one of the designated First Aiders (training provided); 
· Have a duty management role with other team members to un-lock and lock up the building, and to help invigilate exhibitions; 
· Attend quarterly board meetings as minute taker.
· Recruiting and managing volunteers, contractors and interns.
· Work to budgets, keeping accurate and timely records.
· Working with Marketing Lead to manage communications as appropriate.
· Working with the Director on reporting to key stakeholders.
· To promote and comply with current legislation and the CAS policies on Equality, Diversity, Child and Data Protection, Health & Safety and financial compliance, both in the delivery of services and the treatment of others .
· To promote, develop and comply with our policies and practices regarding sustainability and lessen the environmental impact of CAS. 
· Manage the CAS Volunteer programme
· To be responsible for identifying and undertaking training and personal development to meet business needs
· Administrate the staff Annual Leave records. 
· Be an advocate for CAS, as opportunity arises. 
· To be committed to putting artists and community needs at the heart of everything we do.
Venue  
· Take overall responsibility for the day-to-day state and maintenance of our space, The Chapel.
· Manage the regular maintenance programme within agreed budgets.
· Organise the annual PAT testing programme
· Negotiate and oversee contracts, contractors and supplies to support the day to day efficient running of The Chapel, including IT & Broadband, Photocopier, Stationery, Telephones, Utilities, Heating, Cleaning and Waste Management; 
· Be responsible for the safe storage and maintenance of all technical equipment; Take the lead on sourcing ecologically sustainable solutions for the organisation.
Health & Safety Support
· Support the organisation’s compliance with Health & Safety and licensing requirements, helping to maintain relevant documentation; 
· Maintain security, accident reporting, fire prevention and other safety systems and records.
REVIEW ARRANGEMENTS 
This job information cannot be all-encompassing. It is inevitable over time that the emphasis of the job will change without changing the general character of the job or the level of duties and responsibilities entailed. Consequently, this information will be periodically reviewed, revised and updated in consultation with the post holder to reflect appropriate changes.

PERSON SPECIFICATION 
Essential 
· Proven ability to collaborate with diverse internal teams, to gather information and align on content requirements. 
· Administration experience.
· Experience working with internal and external stakeholders to achieve agreed objectives. 
· Experience in managing or coordinating projects, with an emphasis on inclusivity and collaboration.
· An adept communicator.
· Strong organisational and administrative skills.
· Excellent written and verbal communication skills.
· Confidence using Microsoft Office/Google Workspace, especially Word, Excel/Sheets and shared filing systems.
· Understanding of basic health and safety, safeguarding, data protection 
· Ability to manage budgets, invoices, purchase orders or simple financial records.

Desirable
· Ability to influence others and liaise effectively with colleagues and external contacts.
· A passion and enthusiasm for visual arts, as well as a strong understanding of wider creative industries. 
· Commitment to community action and the arts and education, with a passion for community empowerment.
· A proactive, solution-oriented mindset with a hands-on approach to problem-solving
· Ability to work under pressure, meet deadlines and retain good attention to detail.
· A mutually supportive and collaborative team working style.
· Experience of managing budgets, timelines and reporting processes.



TO APPLY:
To apply please send a PDF to russ@chapelartsstudios.co.uk including:
· A brief CV highlighting relevant experience
· A statement highlighting your suitability to the role  - maximum one side of A4 max.
· Details of two referees  
We want to provide an equal and inclusive application process. If you are unable to apply in this format, we are happy to accept other formats of application. Please contact russ@chapelartsstudios.co.uk to discuss.
Closing date: 11/09/2026 14:00pm
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Caroline Marg Elliot ‘The Clearing Sky’ Open Exhibition 2026
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