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Position Description 
GALLERY ASSISTANT 

POSITION DETAILS 
T I T LE  Gallery Assistant 

RE POR TS  T O  Manager Arts & Heritage 

LO CA T ION  Te Kōputu a te whanga a Toi Whakatāne Library and Exhibition Centre  

DATE  October 2024 

D IRECT  REP OR TS  NA 

F INANCI AL  DELEG AT IO N  NA 
 

PURPOSE OF POSITION 
This position has a key role to support with the delivery of the Galleries services to the community. 
This position will primarily assist in the gallery with exhibitions, public programmes, gallery events and exhibition 
documentation. From time to time also support the Museum team with front desk duties and Library Experience team 
with their outreach programming. 
 

 

KEY ACCOUNTABILITIES 
KEY RESULT AREAS EXPECTED OUTCOMES / PERFORMANCE INDICATORS 

VALUES • Ensure the best interests of the organisation are represented at all times 
ensuring Council values are reflected in behaviours and professional 
delivery of role.  

KEY  AREAS  OF  

GALLERY  ASSISTANCE 

 

• Help with installation and de-installation of exhibitions. 

• Help with exhibition openings and gallery events.  

• Provide assistance with school visits and public programmes. 

• Assist with gallery documentation of exhibitions and photographs. 
EXHIBITIONS AND PUBLIC 

PROGRAMMES 

• Assist in the installation of exhibitions to a high standard and within set 
timeframes. 

• Assist in the preparation of walls and plinths. 

• Assist in maintaining tools, storage areas, equipment areas, and materials for 
exhibition changeovers. 

• Assist in the delivery of public programmes to engage a broad audience that 
promotes and supports exhibitions. 

MARKETING AND 

COMMUNICATIONS 

• Assist in developing and growing the Libraries and Galleries brand, visitor 
experiences. 

• Assist in documenting/ photographing exhibitions for social media purposes. 
CU ST O MER SERV I CE  • Provides excellent customer service through proactive and knowledgeable 

response and follow up for all Libraries and Galleries customers. 

• Ensure all public areas are clean and tidy. 

• Promote services to customers and visitors to the Whakatāne District 

• Provide accurate information to all customers 
CON TR IBU T ION  AND  

OU TRE A CH  
• Assists in the successful development and delivery of the Libraries and 

Galleries services, programmes, initiatives and outreach activities. 

• Participates in gallery openings and events and activities and in preparing 
displays, digital promotions. 
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GALLERY ASSISTANT 

HE A LT H ,  SAFET Y AND 

WE LLBE IN G  
• Role model positive workplace culture across the organisation and prioritise 

Health, Safety and Wellbeing activities. 
 

• Understand the issues and risks associated with your business area and 
manage them effectively. 

 

• Understand and implement Council’s documentation and procedures to 
ensure risks to health and safety of those in the workplace are eliminated and 
/ or controlled. 

 

• Accurately report all work-related hazards, incidents and accidents and 
implement follow up corrective actions, as required.  

 

• Provide support, as required, to the Senior Health, Safety and Wellbeing 
Advisor to complete internal audits, assessments and investigations. 

 

• Attend and complete Health and Safety training ensuring certification, as 
required, is current. 

 

• Undertake active worker participation and engagement in Council’s health, 
safety and wellbeing practices and projects. 

ADD IT IO NA L DU T IES  • Maintain professional knowledge. 
 

• Assist with Emergency events as instructed and attend relevant training in 
Civil Defence as required. 

 

• Complete other duties that may be required, in agreement with the line 
Manager. 

 

 
 
 
 

MATTERS WHICH MUST BE REFERRED TO THE CURATOR EXHIBITIONS 

• significant health & safety issues 

• delays in responding to customer requests 

• risks associated with exhibitions and public programmes 

• any matter that may affect the reputation of the Libraries and Galleries team 
 
 
 
 

KEY RELATIONSHIPS 
EXTERNAL INTERNAL 

▪ Exhibitors, artists, writers, and designers 
▪ Community, Researchers, Volunteers 
▪ Whanau, hapū and iwi 
▪ Professional associations  
▪ Funders, sponsors, and stakeholders 

▪ All Council Staff – especially Libraries and Galleries; 
Museum and Research Centre Teams 

▪ Volunteers 
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PERSON SPECIFICATION 
QU A L IF I CA T ION S  &  

PR OFESS IO NA L 

ME MBER S HI PS  

• Relevant qualification or experience in Fine Arts, Visual Arts, Art History, Art 
handling and Nga Toi Maori. 

EX PER IENCE  • Experience and awareness of the diverse cultural and political landscape we work 
and live in. 

• Proven experience in delivering excellent customer service. 

• Demonstrates an understanding of surface preparation and painting. 

• Demonstrates attention to detail 

• Demonstrates strong time management skills 

• Demonstrates initiative by seeking quality improvements within work processes 

• Demonstrates self-motivation, resilience, initiative, sound judgement skills and a 
willingness to solve problems. 

• Demonstrates effective and safe art handling skills 

• Moderate level of physical fitness and the ability to work at heights 
KNO W LEDGE ,  S K I LLS  AND  

A T TR IBU TES  
Skills 

• Customer Focus: Ability to deliver excellent service, understand, and meet client 
needs in a rapidly changing environment. 

• Communication Skills: Strong verbal and written communication skills. 

• Interpersonal Skills: Ability to build positive relationships with colleagues and 
library users, ensuring a welcoming and inclusive environment. 

• Conflict Management: Skilled in handling difficult situations and resolving conflicts 
professionally and effectively. 

• Teamwork: Ability to work collaboratively in a team environment, contributing to 
shared goals and responsibilities. 

• Organisational Skills: Strong organisational abilities, with an aptitude for 
multitasking and maintaining efficiency in a busy, open-plan environment. 

Knowledge 

• Council Systems and Procedures: Have a good understanding of the council’s 
structure, responsibilities  

• IT Skills: excellent digital skills and the ability to quickly acquire IT knowledge. 

• Te Reo Māori: Basic understanding of te reo Māori and tikanga. 

• Relevant Legislation: Familiarity with the principles of the Treaty of Waitangi. 

• Health and Safety: Awareness of relevant health and safety regulations to ensure 
a safe working environment. 

OVER ALL  Has no previous or current medical conditions, which would affect the ability to 
perform the duties described in the job description. 
Able to work rostered standby duties including some evening and weekends 
Full clean current drivers licence. 

 
 
 
 
 

 
 

I, ____________________________________________________________ agree and accept the duties and responsibilities 
captured in this position description. 
 
 
 
 
 

___________________________________                                                       _______________________ 
Employee signature                                            Date 
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