Gallery Associate - ρrαxiς ARTSPACE
BOWDEN
Gallery Administration & Office Support
30+ hrs per week
We're hiring. Be part of Adelaide’s largest independent gallery at the forefront of contemporary art.
ρrαxiς ARTSPACE is an independently run contemporary gallery located in Bowden. As a curated
exhibition space, ρrαxiς ARTSPACE assists and supports artists – connecting art, artists, and community,
exploring bold and diverse topics in our visual art programme. Positioning artists at its core we offer
collectors the opportunity to acquire works at the forefront of their contemporary art practice.
The role of the Gallery Associate is ideal for someone with genuine people passion who possesses a
high level of organisation acumen and attention to detail. This position is the front face of our gallery
and as such, the successful candidate will be welcoming to all, artists & art-collectors, assist in the
curated exhibition programme and provide support to our small, fast-paced team.
The ideal candidate will possess excellent customer service skills. Experience in marketing is preferred,
along with ability to express in writing, artist’s ideas and concepts. You must have experience using
Microsoft’s suite of office applications and be willing to learn role-specific operating systems, including
data entry and CRM management.
For any enquiries about the position, contact ρrαxiς ARTSPACE Gallery Director Patty Chehade on 08
7231 1974 or praxisartspace@internode.on.net
Applications should include a cover letter (max 2 pages) addressing the selection criteria and
key competencies, a curriculum vitae and contact details for at least two referees.
Applications close Friday 17 June at 9am.
Key Responsibilities
Gallery
1. Staff the ‘front desk’ and proactively welcome and liaise with visitors to the gallery.
2. Maintain excellent understanding of current exhibitions and convey to visitors the concepts
behind each show.
3. Excellent customer service, answering general office enquiries by phone, email and in-person
4. Maintaining up-to-date, accurate records across a range of platforms
5. Flexible working hours and some out-of-hours work will be required on occasion. for example,
opening night events.
6. Prepare documents for Media.
7. Have experience and knowledge in CRM management.

Administrative
1. Documentation of artworks in preparation for gallery floor sheets/website updates.
2. Proactively maintaining the website content updates.
3. Provide administrative support to the Gallery Director.
4. Prepare sales and exhibition floorsheets.
Organisational
1. Fielding general enquiries
2. Fostering on-going relationships with artists, collectors and other industry stakeholders, and
leveraging them to achieve positive outcomes
3. Coordinating opening-night events for exhibition launches.
4. Coordinate design and printing of exhibition catalogues and printed invitations.
Key Attributes and Capabilities
You are stimulated by creativity, people, and contemporary culture. You have:
1. Excellent customer service skills
2. Strong written and interpersonal skills
3. Outstanding attention to detail in all that you do
4. Strong time management skills
5. A sound knowledge and enthusiasm for contemporary arts practice
6. Proficiency with Microsoft Office
7. Proficiency in Photoshop or Illustrator is preferred
8. Demonstrated knowledge of best practice approaches to artwork handling and installation.
9. You are reliable with a friendly disposition
Selection Criteria
Essential
1. Demonstrated customer service and administrative skills
2. High-level communication and interpersonal skills, with demonstrated experience effectively
communicating at all levels with a diversity of people
3. Demonstrated competencies with Microsoft office software
4. Demonstrated ability to prioritise workload and competing deadlines
Desirable
1. A sound knowledge and enthusiasm for contemporary arts practice
2. A demonstrated interest in a range of art forms and in the Adelaide creative sector
3. Proficiency in Photoshop or Illustrator is preferred
4. Demonstrated knowledge of best practice approaches to artwork handling and installation
Application Process
Applications close Monday 20 June at 9am.
Please apply directly to the Gallery Director of Praxis Artspace at praxisartspace@internode.on.net
on or before 20 June 2022 at 9am with Gallery Associate in the Subject Header.
You will need to submit
• A cover letter addressing the Selection Criteria while reflecting on your ability to meet the Key
Competencies
• Current CV
• References (2-3)
• The above submitted as one .pdf document via email
Need more information?
Contact ρrαxiς ARTSPACE on 08 7231 1974 or email praxisartspace@internode.on.net

