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JOB DESCRIPTION AND PERSON SPECIFICATION

  
Who We Are
Dulwich Picture Gallery, founded in 1811, is the world’s first purpose-built public art gallery. We care 
for and display our outstanding collection of Old Master paintings within Sir John Soane’s pioneering 
architecture. As an independent gallery, we remain true to our founders’ purpose of presenting 
art ‘for the inspection of the publick’ by engaging as many people as possible, of all ages and 
backgrounds, through our innovative interpretation and dynamic programme.

Our Mission
To maximise Dulwich Picture Gallery’s unique potential - its building, art, grounds, people and 
location - for future generations.

Our Vision
To be an inspirational cultural destination for everybody - unlocking fresh perspectives through the 
art of the past and present.

Our Values

We are:

Caring
We care for our collection, our audiences, our communities and each other

Risk Taking
We are ambitious and agile, valuing creativity and considered experimentation

Collaborative
We are open and communicative, creating and sharing opportunities through partnerships and 
projects.

Exhibitions Coordinator

Two days per week

Fixed term (3 months with possibility of extension

This role is offered on a freelance basis with a fee of £200 per day.

Programme and Engagement  

Exhibitions Manager 

Job Title:              

Working hours:         

Term:  

Salary: 

Department:            

Reports to:             



Purpose of job

The Programme and Engagement Team are responsible for delivering meaningful encounters 
with art to the widest possible audiences to support our organisational vision. Our vibrant creative 
portfolio empowers our audiences to connect, create and make sense of their world. We provide the 
Gallery’s dynamic programme of high quality temporary exhibitions, creative experiences, first class 
catalogues and a suite of innovative learning and engagement programmes.

We are looking for an Exhibitions Coordinator to support the delivery of exhibitions. We are a small 
team, providing opportunity to gain varied experience. This role is suited to someone who has 
experience working with loans or collections and an understanding of how exhibitions work in their 
entirety.

Key Responsibilities

You will be responsible for leading the organisation of key exhibitions in the Gallery’s programme. 
Responsibilities include:

· Loan negotiation and correspondence

· Co-ordinating exhibition transport, including appointing and working with the transport agent and 
organising transport logistics

· Liaising with curators to support the development of the exhibition concept with the Exhibition 
Manager and Head of Programmes and Engagement

· Organising installs and take downs, working closely with art handlers and conservators

· Co-ordinate exhibition interpretation, working closely with curators and internal colleagues

· Co-ordinate the exhibition design elements, working closely with Creative Producer.

· Co-ordinate the production of exhibition catalogues, working closely with the Creative Producer and 
liaising with designers, editors, publishers and curators

· Applying for indemnity or commercial insurance and undertaking due diligence

· Exhibition database management

· Monitoring and reporting expenditure

· Supervision of tasks for the Programmes and Engagement Assistant where appropraite

Person Specification

· Two year’s minimum experience in an exhibitions, collections or loans role

· Experience of loan coordination

· Highly organised, ability to effectively work to deadlines

· Helpful and positive solution-based attitude, ability to work within a small team and across 
departments

· Attention to detail and high level of accuracy

· Strong documentation and record keeping skills



· Excellent verbal and written communication skills

· Experience of interpretation and understanding of diverse audience needs

· IT literate with working knowledge of Microsoft Office, databases and Adobe Creative Suite

· Experience of project management

· Experience of working with British Government Indemnity and commercial insurance

· Willingness to work flexible hours as required by the schedule

Desirable Attributes

· An understanding or experience of print production and catalogue production

· An understanding or experience of exhibition design

Application Process

The deadline for applications is 14 June at midnight. Interviews are expected to take place via zoom the 
week commencing 21 June.

To apply, please send your CV and a short covering letter to recruitment@dulwichpicturegallery.org.
uk. We value the perspectives that you can bring. In your covering letter let us know how your skills and 
experiences, will bring benefit to the role and the team.

We are happy to support with any resources and adjustments for anyone who needs it, to make 
applying for this role easier. In your application please do let us know how we can support you; this will 
not influence your application.


