ROYAL SCOTTISH ACADEMY OF ART AND ARCHITECTURE (RSA)
Post of : Sales and Communication Assistant

The Royal Scottish Academy was founded in 1826. It comprises of a membership of Scotland`s finest artists and architects.  Its primary function is to promote contemporary art in Scotland.  It does this through numerous exhibitions, awards, scholarships and prizes. The RSA also has a Collection of Scottish art and associated items which is a recognised Collection of National Significance.
Ten years ago the Academy completed an in depth review of itself and concluded that, to maintain its position as Scotland`s foremost contemporary visual arts organisation, it had to develop to engage with the current generation of contemporary Scottish artists.

The Academy has started to achieve this through a vastly expanded innovative exhibitions programme, increased collaboration with other visual arts organisations and by recruiting an enthusiastic team of committed staff.  
The RSA promotes and supports artists in Scotland through administration of scholarships, awards, residencies and sales of work totaling some £200,000 each year. The Royal Scottish Academy is committed to representing new Scottish art and this programme goes some way to opening up a platform for discussion for new work from Scotland at home and abroad.
Further information about our programme and initiatives can also be found on our website www.royalscottishacademy.org 
Job Details
Post: 

Sales and Communication Assistant
Reports to: 
Sales and Agency Manager with input from Programme Coordinator
Role: 
Based within the RSA galleries this position will form the continuity for gallery visitors, artists and customers. The position will be focussed upon interpretation and communication of exhibitions for buyers, press and general public. They will also enable cover for the basic administration of the day-to-day gallery activities. 
Hours: 

Full Time, 32.5 Hours per week. (Tuesday – Saturday)
Major Tasks/Job Activities

Sales of contemporary art from the RSA gallery exhibition programme.
Overview of daily administrative tasks pertaining to gallery activities

· Update of information systems relating to gallery activities

· Compilation of gallery texts as necessary for install and presentation

· Liaison with artists regarding information for presentation and sales

· Writing up and balancing the sales sheets

Facilitating opportunities with local and national press

· development of profile of Royal Scottish Academy programme and initiatives through contact with press and other media.
· development of strategic press relationships and activities 

· preparation of listings and associated material for distribution.
Prepare mailings and other marketing material;

Attend all RSA receptions

Assist with any other duties as may from time to time arise.

Qualifications and Experience

· Be educated to degree level or equivalent with marketing, public relations or communications focus or have relevant sales experience.

· Excellent communication skills, an engaging and outgoing personality and enjoy interacting with a wide variety of people.

· Excellent planning and administrative skills.

· Computer literate.

· Able to work with minimum supervision as part of a dynamic multi-disciplinary team whose members provide a high level of mutual support.

Desirable Qualities

· A dynamic and imaginative individual with an interest in the visual arts. Confidence and a particular eye for detail are important. The postholder will be expected to be outgoing and professional, representing the RSA and Scottish contemporary artists in many differing situations. Relevant media experience would also be desirable.
Supervision
The RSA Sales and Agency Manager will provide regular input and support to the postholder and will be responsible for monitoring and appraisal systems. 
Contacts

Business Community, General Public, Members of the Academy, Exhibiting Artists, Staff of National Galleries of Scotland
All staff of RSA and Friends of the RSA.

TERMS AND CONDITIONS

	Salary
	£14,147 per annum 

	Contract Type
	Fixed term for 24 months (then subject to review). 

	Hours
	32.5 hours per week

	Holidays
	31 days per annum inclusive of public holidays plus closure for Christmas and New Year

	Benefits
	Non-contributory Pension Scheme 


Letters of application, with accompanying CV should be sent to Colin R Greenslade, Programme Director, RSA, The Mound, Edinburgh, EH2 2EL (colingreenslade@royalscottishacademy.org). Deadline for application:  Friday 12th February 2010 

RSA Sales/Communications Jan 2010

