
 
 
Job Description – Arts Assistant 

Trowbridge Arts (TA) has an exciting opportunity for someone keen to work in the arts and be part 

of growing Trowbridge’s reputation as a place where inspirational arts and culture can be enjoyed.  

Based at Trowbridge Town Hall, TA is looking for an Arts Assistant to help deliver the second phase 

of work. 

We are currently looking for a well-organised freelance assistant, with a ‘can do’ attitude to support 

TA. The successful applicant will provide administrative assistance for TA and its role in the 

development of Trowbridge Town Hall into an arts centre. If you are highly organised, with excellent 

communication skills and understand the role arts can play in a community, we would love to hear 

from you.  

The role will be carried out flexibly over an average of 28 hours a week, for 72 weeks, at a total 

project fee of £14,400.  You will need to undertake this role in a freelance capacity and carry 

relevant insurances. 

Please send your CV with an accompanying letter, setting out your reasons for applying for this post 

and drawing attention to particularly relevant qualifications that match the person specification. 

Please include how you found out about this job. Two referees’ names should be included but 

references will only be taken up in the event of your being selected for the post. 

Applications should be addressed to Rachael McDonald and emailed to trowarts@gmail.com  

The closing date is Monday 12 January, 5pm.  We expect to short-list candidates on Tuesday 13 

January for interview on Monday 19 January. 

Key responsibilities will include: 
 

 Delivery of marketing activity including promoting Trowbridge Arts and Trowbridge Town 
Hall’s offer at community and partner events, social media and print distribution (this will 
require access and use of a car) 

 Undertake basic housekeeping duties in the Town Hall 

 Take on Front Of House tasks as necessary 

 Look after touring companies and supporting their get in and get out (this will require out of 
hours work) 

 Duty manage the building when needed 

 Deal with all lettings and hire enquiries for Trowbridge Town Hall  

 Act as invigilator for arts exhibition as required  



 
 

 Look after Town Hall users and hirers as required 

 Perform administrative tasks in support of the project, including website admin 

 Handle cash 

 Support the hanging of visual art exhibitions 

 Be an advocate for the development of Trowbridge Town Hall as a centre of Arts and Culture 
and all of the activity it undertakes to succeed including its arts, cultural, heritage and 
commercial strands 

 

Person Specification  

Experience  

 Experience of working in an arts organisation, either paid or voluntary (Essential)  

 Experience working with the public (Essential) 

 Experience of carrying out administrative duties.  (Desirable)  

 Experience of marketing, publicity or media work (Desirable) 

Qualifications  

 GCSE Grade C or above in Maths and English (Essential)   

Knowledge skills and abilities  

 Excellent interpersonal skills with the ability to communicate appropriately and confidently 
with people (Essential)  

 Computer literate, with proficiency in word processing, spreadsheets (Desirable)  

 Good writing skills, with attention to detail (Desirable)  

 Ability to contribute effectively and positively to the team and also to be able to work alone 
and to take the initiative when appropriate (Essential)  

 Skill and imagination in using social media for maximum impact (Essential) 

 Good time management, and the ability to meet deadlines (Essential) 

 An aptitude for team working (Essential) 

Values and Behaviours  

 To have a commitment to furthering your own learning, both formally and informally. 
(Essential)  

 A passion for the arts sector - as evidenced by past experience or education. (Essential)  

 To be reliable (Essential)  

 Have a positive attitude and flexible approach (Essential)  

 Capacity and openness to learn new skills (Essential)  

 Willingness and availability to work evenings and at weekends when required (Essential)  

 Driving licence and access to a car (Essential) 

This post is subject to the applicant receiving a satisfactory DBS enhanced certificate (we will 

facilitate this process).  



 
 
Trowbridge Arts is committed to equal opportunities and practice and will ensure that all freelancers 

and service users, both actual and potential, are treated equally and as individuals regardless of age, 

disability, ethnic or national origin, gender, marital or parental status, political belief, race, religion 

or sexual orientation.  

Important Other Information  

You will need to be registered self employed or willing to become so as this post is a freelance role. 

How to Apply  

Please email a letter detailing how you meet each point in the person specification along with a CV 

to Rachael McDonald, trowarts@gmail.com 

For more information about this role please contact us on 01225 774306. Application deadline: 

Monday 12 January 2015, 5pm.  

Interviews will take place on 19 January 2015 at Trowbridge Town Hall, Market Street, Trowbridge, 

Wiltshire, BA14 8EQ.  

Find out more about us by visiting our website: www.trowbridgearts.com 

 


