ART GALLERY MANAGER
Role Profile
This post will ensure the gallery is a financially viable and vibrant space that promotes education, health and well being opportunities for the community through art.  The role supports the Royal Cambrian Academy in promoting the work of artists in Wales through presenting quality art, mounting contemporary and historical exhibitions.
The postholder will report to the RCA Council and be supported by them, as well as an active group of gallery volunteers.

The main responsibilities are to:
Ensure the gallery presents a warm and informative welcome to visitors 
Exhibitions. Manage the RCA’s programme of art exhibitions, liaising with the artists. 
People management. Manage the Education and Events Co-ordinator role and maintain a rota of gallery volunteers and oversee their contributions.
Education. Promote an expanding programme of education and community workshops with the Education and Events Co-ordinator
Retail. Manage the gallery shop, including online sales. Manage room bookings including evening events providing suitable furniture layouts and other equipment 
Finance. Manage the RCA’s online banking & accounting systems. Provide timely, accurate income & expenditure reports to the RCA Treasurer.
Funding. Seek gallery funding opportunities and, with support & guidance, make grant applications & provide progress reports required by grant-making organisations.
Marketing. Ensure the RCA’s website is current, informative and reaches as wide an audience as possible. Promote exhibitions and gallery activities through social media channels regularly.
Administration. General administration for the Cymru-wide RCA, including support for its Council meetings and communication with RCA members.
Keep RCA’s internal policies up to date and compliant with relevant changes in the law, e.g. on safeguarding and employment practice.
Ensure the gallery building is well maintained, clean and welcoming. Project-manage any physical improvements to the gallery that RCA Council wants to implement.
Whilst these are the main responsibilities of the job additional or different responsibilities may be required.
Gallery Manager
Person specification
Essential
A confident, outgoing person with good inter-personal skills able to manage and work with volunteers, artists and gallery visitors.
Administration skills to manage the exhibition and education programmes.
Have a vision and ability to present the gallery to the public including the retail space.
Good written and oral communication skills.
Good organisational skills
Confident computer skills in Word, email, simple applications of Excel, Zoom, Teams and Powerpoint.  Also the ability to learn how to use accounting software (Xero) if not already proficient.
Knowledge of using social media, including measuring public engagement with RCA, and maintaining & updating websites.
Experience working with volunteers, either as a volunteer or their supervisor.
Willingness to work flexibly at times, e.g. to cover other staff & volunteer absences.
Desirable
Formal qualifications or knowledge about contemporary art and curatorship are not essential but enthusiasm for art and its potential to enrich community life are vital.  So too is a willingness to learn on the job about gallery management and the wider art community in Wales.
Ability to communicate in Welsh, or actively learning.
Knowledge of the contemporary art scene in Wales, and / or previous experience working in a gallery or other hub of creative media
Experience of working in any capacity in the charitable sector, including making grant applications
Full driving license and own car (due to occasional work away from the Gallery)






ROYAL CAMBRIAN ACADEMY
GALLERY MANAGER

Terms of employment
Employer:  Royal CambrianAcademy
Job title:  Gallery Manager, Oriel Conwy
Part time:  28 hour a week including Saturdays
Flexible and remote working possible for part of the time
Salary:  £28,000 pa 
Holidays: 16 days and bank holidays
Permanent post including a 3 month probationary period.

Additional hours can be offered if the gallery’s opening hours and activities increase.
Full training will be offered during the handover and probationary period with the current gallery administrator.
















Royal Cambrian Academy
Job vacancies

How to apply:
1. Read the Job Description and person specification. 
2. Submit a CV and Covering Letter. Ensure you tell us how you meet the knowledge, skills and experience in the person specification. 
3. Supply the names, email address, full postal address and telephone numbers of two people who can give you a reference. At least one of these should be your current or most recent employer. 
4. If you would like any further information, have any specific requirements or would like to discuss any aspect of the role in confidence, please contact the RCA on 01492 593413 
5. Email your application to admin@rcaconwy.org
6. Any application received after the deadline will not be included in the recruitment process. 
7. If this process is not an appropriate method for you because of an impairment or disability, please contact us to make alternative arrangements. 

We will acknowledge receipt of all applications.
Closing date:  3 April 2026

Interviews:  Week beginning 13 April 2026


