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Temporary Employment Opportunity

Community Services ( Cultural Services ( 700 W Rio Salado Parkway ( (480)350-2829 (  TDD (480) 350-8400

Gallery Assistant
City of Tempe / Tempe Center for the Arts
Opening Date:
April 11, 2018
Closing Date:

April 30, 2018
Hourly Wage:

$14.50-$16 per hr.
Work Schedule:
Varies, not to exceed 19 hours per week; evenings and weekends may be required. 
This is a Temporary Non-Benefitted position.
Experience & Training: Previous background in museum and arts administration practices and procedures preferred. Applicants should have excellent skills in organization, research, writing and editing. Additional experience in customer service, exhibition installation and graphic design/sign production is preferred. Bachelor’s degree in art, museum studies, arts administration and/or equivalent experience also preferred.
Licenses/Certifications: Valid Arizona Driver’s License
Essential Job Functions: Tasks take place at the Gallery at Tempe Center for the Arts and satellite spaces including Tempe Public Library and Tempe Post Office on Mill Ave.

Assistant works directly with the Visual Arts Curator to research and prepare for exhibitions including: correspondence with artists, background research, processing loan agreements & condition reports, writing exhibit text panels, designing and installing signage and helping organize special events such as artist residencies, maker workshops, lectures, performances and tours. The Assistant will also help organize jury panels, gather information for grants, update website, update collections files in database and assist at special events.


Other duties include helping the installation staff with the preparation of exhibitions including: painting, sanding, cleaning, prop building and hanging and/or displaying artworks. May be required to do art handling and some heavy lifting (up to 40lbs). 
Applicant Requirement:

Requires successful completion of selection process, completion of background investigation and verification of identity/work authorization. For application, please include a Tempe part-time application, cover letter and resume. No emailed or faxed applications will be accepted. 
SUBMIT APPLICATION TO:

City of Tempe/ Gallery at Tempe Center for the Arts
700 W. Rio Salado Parkway
Tempe, Arizona 85281
For questions, please contact:

Michelle Dock, Visual Arts Curator
480-350-2867 or michelle_dock@tempe.gov
An equal opportunity/reasonable accommodation employer.
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