
 
 
 
 

UAL Arts Widening Participation Programme – Afterall Research Internship 
Two days per week (Tuesday and Wednesday, 10am–6pm) for six months, £10.50/hour 
 
About Afterall: Afterall is a Research Centre of University of the Arts London, located at Central Saint Martins. 
It is a non-profit organisation that undertakes contemporary art research within this academic framework, and 
in partnership with other international educational and cultural institutions.  www.afterall.org 
 
Afterall is a journal of art, context and enquiry, which offers in-depth analysis of artists’ work, along with essays 
that broaden the context in which to understand it. Afterall Online continues the lines of enquiry explored 
through the journal.  
 
Afterall Books has three strands of publications: 1) One Work, a library of small books, each title focusing on 
one important work of contemporary art through a single text; 2) Exhibition Histories, a series examining 
exhibitions that have shaped the way contemporary art is experienced, made and discussed; and 3) a series of 
Critical Readers looking at significant areas of modern and contemporary art practice through the 
commissioning and reprinting of a collection of key texts.  
 
Internship opportunity: The Afterall research internship would offer you the opportunity to discuss 
contemporary art with Afterall’s editorial team, gain research experience and insight into the publishing 
process. 
 
Your role at Afterall:  As an Afterall intern, your role will be essential in supporting the Editors. Your internship 
will be supervised by Beth Bramich, Programme Coordinator, and Louis Hartnoll, Assistant Editor. 
 
Your tasks will include: 

• Researching artists, relevant topics and authors in preparation for editorial meetings 
• Researching images, and securing their reproduction rights  
• Drafting picture captions and picture credits 
• Publishing texts on the Afterall website 
• Assisting in the organisation of Afterall events and generally supporting the office 

 
About you: This position would be perfect for someone who is interested in contemporary art, critical writing 
and arts publishing. We are looking for a self-motivated individual with strong communication skills and high 
attention to detail. Administrative experience or an interest in online publishing would be an advantage. 
 
The AWP internships have been funded to provide opportunities for students who do not have access to advice 
and support from a parent who is a University graduate. AWP Internships are supported by the UAL Outreach 
programme and applicants must be from this background. Please refer to Artquest's website for full eligibility 
criteria. 
 
Afterall 
Central Saint Martins  
1 Granary Square 
London N1C 4AA 
T: +44 (0)20 7514 8440 
W: www.afterall.org 
 
For more information, please contact: b.bramich@afterall.org 



Auto Italia South East 
44 Bonner Road 
London E2 9JS 

 
www.autoitaliasoutheast.org 

 
Artquest Widening Participation Programme 
 
Job Title:  AWP Intern: Production and Communications Assistant 
Employer:  Auto Italia South East, 44 Bonner Road, London E2 9JS 
Reports to: Edward Gillman, Artistic Co-Director  
Dates:  September 2019 – March 2020, two days per week (TBC) 
Salary:  £10.80 per hour  
 
About Auto Italia: Auto Italia is an artist-run project and studio that commissions and 
produces new work – collaborating directly with emerging artists. Founded in 2007, it aims to 
provide a framework for developing alternative production and exhibition formats.  
 
Throughout the history of the organisation there has been a questioning of how artists can 
work together to develop new formats for artistic production. Projects have taken on various 
formats ranging from collaborative public programming in temporary spaces, commissions 
and presentations in institutions and galleries, and the production of collaborative projects 
through working online. This work has been shown nationally and internationally at Tate 
Modern and ICA in London, KW Institute for Contemporary Art and abc – art berlin 
contemporary in Berlin, Artissima LIDO in Turin, CSS Bard in New York, Cemeti Institute for 
Art and Society in Yogyakarta, and Ithuba Arts in Johannesburg amongst others.  
 
Internship opportunity: This internship offers the opportunity to gain production and 
communications experience in a commission focused visual arts organisation. You will gain 
an insight into the production and communications aspects of developing new artwork and 
exhibitions by assisting artistic teams on the public exhibition programme. During the 
internship you will be introduced to a range of administrative and organisational aspects of 
project development, and be introduced to Auto Italia’s growing creative and digital 
communities.Your tasks will include but are not limited to: 
 
Production and development: 

● Conducting research related to the technical production of exhibitions and artists’ 
commissions, including finding quotes and comparisons, materials research and 
developing solutions for AV in consultation with artistic staff and associated artists. 

● Assisting with the installation and delivery of exhibitions and public events, including 
occasional evenings and weekends. 

 
Communications and archive: 

● Working with the artistic team in the presentation of the organisation’s archive of 
projects through the website, social media and digital communications channels, 
including supporting an ambitious relaunch of the organisation’s website. 

● Supporting the artistic team to share artists’ work online, engaging with digital 
audiences through press channels, online platforms and social media. 

● Documenting press material and archiving it within the organisation’s systems. 
 

General: 
● Assisting with the day-to-day running of the office and project space by providing 

administrative support. 
● Participating in team meetings and conversations with exhibiting artists. 
● Acting as an ambassador of Auto Italia’s work at public events and exhibitions.	

 
About you: We are looking for a pragmatic and enthusiastic individual, with strong 
communication and time management skills, who will enjoy participating in busy collaborative 
environments. You have a deep interest in contemporary visual arts, and are looking to gain 
key skills that will further your creative and professional practice.   



AWP (Arts Widening Participation) Internship Cinenova 
Distribution Intern 

 
 
About Cinenova: 
Cinenova is a volunteer-run charity dedicated to preserving and distributing 
the work of feminist film and video makers. Cinenova currently distributes over 
300 titles that include artists’ moving image, experimental film, narrative 
feature films, documentary and educational videos made from the 1920s to 
the present. The thematics in these titles include oppositional histories, post-
colonial struggles, reproductive labour, representation of gender, race, 
sexuality, and importantly, the relations and alliances between these different 
struggles. Cinenova was founded in 1991 following the merger of two feminist 
film and video distributors, Circles and Cinema of Women, each formed in the 
early 1980s. The Cinenova Working Group, founded in 2010, oversees the 
ongoing work of preservation and distribution, as well as special projects that 
seek to question the conditions of the organisation. Dedicated to the 
constellation of films, histories and politics that make up Cinenova, believing 
in the necessity of keeping the collection together and autonomous, rather 
than dispersed into larger and more general archives. As well as managing 
the distribution of the works for screenings throughout the UK and 
internationally,  
 
Cinenova has worked in recent years on significant exhibition projects that 
include If You Can't Share No one Gets Any: Carolyn Lazard & Collective 
Text, LUX, London (2018); Time and Time Again: Cinenova with Women & 
the Law Collective, LUX, London (2017); Select and Dispossess, Kunsthalle 
Exnergasse, Vienna (2013); Bodies Assembling, Auto Italia, London 
(2011); Group Affinity, Kunstverein Muenchen (2011) and Reproductive 
Labour, The Showroom, London (2011). Recent venues, festivals and 
academic institutions that have screened work from the Cinenova collection 
include Deutsches Filminstitut, Frankfurt, Tabakalera, San Sebastián, 
Kawasaki City Museum, Tate Modern, Barbican, BFI Southbank, Whitechapel 
Gallery, Camden Arts Centre, Shanghai Museum, Festival Mix 
Brasil, Cinémathèque Royale de Belgique, Brussels, Women Make Waves 
Festival, Taiwan, Transmission Gallery, Glasgow, Light Industry, New York, 
MCAC Geneva, Kino Tuskanac, KunstWerke Berlin, London Feminist Film 
Festival, BFI London Lesbian and Gay Film Festival, London Palestinian Film 
Festival, Oberhausen Film Festival, Doc Lisboa, Berlin Biennale, Academy of 
Fine Art, amongst many others. 
 
 
 

1. Internship title 
This should reflect some specific aspect of the work the intern will be 
doing (e.g. Communications Intern) and not be just generic. 
 
Cinenova Distribution Intern 
 



2. Hours of work 
Typically this will be 2 days per week, but please include working 
times, preferred days etc.   
 
10am to 5pm 2 days per week, ideally Fridays and one further day 
 

3. Salary 
£10.80 per hour this year 
 

4. Length of internship 
Typically this will be over 6 months. Please specify which months it will 
run across (e.g. October 2018 – March 2019)  
 
6 months. Please note, this is flexible and we would have a preference 
for keeping one day per week fixed and using the other half of the 
allocated days on the basis of work on special projects negotiated on a 
month-by-month basis according to the capacity of the intern and the 
needs of the organisation, which might extend the internship period 
beyond 6 months. 
 

5. Role Type* 
Please select only one of the following that best matches your project 
description 
 
Other – Distribution (please see below) 
 
 

6. Location of internship 
The address / area of your organisation 
 
Cinenova, Waterlow Park Centre, Dartmouth Park Hill, London N19 
5JF 
(Highgate / Archway) 

 
7. What will the internship offer the graduate and what will they learn 

while they are with you? e.g. skills they could learn/develop and 
experience they could gain  
Please ensure you are offering a learning experience where graduates 
are supported in gaining new skills, training and guidance whilst 
working  
 
As a small collective volunteer-lead charity that distributes an historical 
collection of feminist film and video, the intern will learn about all 
aspects of distribution and collection management. They will also have 
an immediate opportunity to get to know the collection itself. 
Specifically, they will learn about the various operations that constitute 
moving image distribution, they will learn technical skills associated 
with video editing, website updating, marketing. They may learn certain 
research skills and will have the opportunity to organise a screening 
programme or another form of creative outcome themselves. 



 
8. Main duties of internship  

A list of the sort of tasks and activities the intern will likely to be doing 
on a day to day basis 
 
The majority of the role will involve assisting with the day-to-day work 
of distribution – liaising with those hiring films and video and preparing 
those materials to be sent out / sent back. There will also be a 
significant aspect that is technical, assisting with the online / video 
collection, using Final Cut Pro to format and prepare video materials. A 
further aspect will be marketing, including updating the website (Word 
Press), creating emailouts (Mailchimp) and posting with social media 
(Facebook, Twitter and Instagram). Finally there is scope for several 
aspects of research including researching film makers in the collection 
and researching several strands of funding, as well as 
programming/curating their own screening event or other output 
towards the end of the internship. 

 
9. What sort of graduate would benefit from this internship?  

Here you can include a list of required skills/knowledge for the role, as 
well as a list of any desirable (but non-essential) skills/knowledge 
experience for the role. 
 
To help ensure that we only receive applications from those who are 
eligible for the scheme, please include the following sentence: 
‘The AWP internships have been funded to provide opportunities for 
students who do not have access to advice and support from a parent 
who is a University graduate. AWP Internships are supported by the 
UAL Outreach programme and applicants must be from this 
background. Please refer to Artquest’s website for full eligibility criteria.’ 
 
An interest in feminist and intersectional media and moving image 
practices is essential. An interest in collective and co-operative working 
models is desirable. Some experience of video editing is desirable 
though not essential. The position would suit a candidate with a 
sensitivity towards historical materials and their producers, with a 
strong attention to detail. Interest in writing copy for website / comms / 
social media an advantage.  
 

10. Name of supervisor 
 
Irene Revell 
 

11. Supervisor’s job title 
Cinenova Working Group member (and charity Co-director) 

 



Forma

Artistic Projects Intern 
Applicant pack

2019

Song for Armageddon, still, Nick Crowe & Ian Rawlinson, 2017



About Forma

Forma Arts is one of Europe’s leading visual arts commissioning agencies and creative producers, working in col-
laboration with artists, communities and partner organisations to deliver ambition art projects for the benefit the 
general public. Characterised by excellence in concept and context, production values and the audience experi-
ence, we exist to imagine, enable and deliver celebrated art projects by exceptional artists. 

Commissions
We commission and produce ambitious artwork that engage audiences in new and exciting ways, in galleries, the 
public realm, at festivals and for institutional partners. We work closely and collaboratively with the artists, cura-
tors and producers that we engage with and we are interested in commissioning works of art that are engaging to 
a wide range of diverse audiences.

Programme
As commissioners and producers of a year-round programme of community engagement, research and presenta-
tion, Forma works with artists to develop projects that expand form and context. Whether it is through work-
shops, publishing, events or digital distribution, our programmes provide an integrated way of bringing the work 
of artists to audiences and the sector.

Audience
Over the past 18 years Forma has developed large scale productions and audience engagement activities across the 
UK and internationally. We have built a reputation for delivering artistic projects that are critically acclaimed, 
valued by the sector and celebrated by the general public. 

Alava Noto performing at the Barbican, London



Artistic Programme

Artists we have worked with in the past include Adam Broomberg and Oliver Chanarin, Lynette Wallworth, 
Laurie Anderson, Mark Boulos, Jane and Louise Wilson, Charles Atlas, Nick Crowe and Ian Rowlinson, Bill 
Morrison and Jóhann Jóhannsson, Matt Stokes, Gina Czarnecki, Sō Percussion and Riyoji Ikeda.

Forma’s work has led to collaborations and presentations with:

◊ UK institutions: Barbican, Tate Britain, Baltic, BFI, Southbank Centre, MIMA, FACT, Whitworth Art 
Gallery, V&A, The Bluecoat, ICA, Wellcome Trust and Ikon Gallery

◊ International venues such as Muza Kawasaki Symphony Hall, Japan; Centre Pompidou, France; De Hallen 
Haarlem, Netherlands; Guandong Museum of Art, China; Garage Museum of Contemporary Art, Russia; 
Musee d’Art Contemporain, Canada

◊ Local authorities: Forma has worked with many London and UK local authorities to inform and support 
their cultural offer, including City of London, Durham Council, Birmingham Council and more recently 
with Waltham Forest Borough of Culture for 2019

◊ Festivals including White Light Festival, Lincoln Centre, New York; Festival d’Aix-en-Provence; Rotterdam 
International Film Festival; Adelaide Film Festival; AV Festival, Sheffield; Iceland Airwaves, Reykjavík

◊ Commercial organisations such as Lisson Gallery, Armory Fair, Gallery Koyanagi Tokyo

No Permanent Address, Mark Boulos, 
Belkin Gallery, Vancouver 2010



Muscular Notions, Beth Kettel performance,
Cob Gallery, London 2018

Blend Blend, or, The Caretaker and Other Detritus, 
Beth Kettel performance, Hutt, Nottingham 2016

2019 Artistic Programme

In 2019 we have initiated projects and commissions with Sophie Hoyle, Benedict Drew, Beth Kettel and Amartey 
Golding. This includes Reaserch and Development of new ideas, support towards production of new work and initiat-
ing partnerships for presentation.

Chainmail, film still, Amartey Golding, 2017

Sophie Hoyle performing Electronic-Body-Music, photo by Chooc Ly Tan, 2018.



Forma Arts and Media, Artistic Projects Intern 

Job Title: Artistic Projects Intern
Employer: Forma Arts
Reports to: Rachel Cunningham Clark, Forma Producer
Dates: 6 month freelance contract, 2 days a week (flexible) from October 2019 to March 2020
Working hours 10am - 6pm
Salary: £10.80 an hour 
Location: Forma office

About Forma: 

Forma Arts is one of Europe’s leading visual arts commissioning agencies and creative producers. With a distinct 
emphasis on collaboration, creative inquiry and production values, we work with British and international artists 
and partners to develop interdisciplinary, site-specific and large-scale projects. We are interested in commissioning 
artworks that develop artistic practices and forms, embrace artistic risk and demand high quality production. 

Internship opportunity: 

This traineeship provides an opportunity to gain experience working with an arts organisation focussed on the re-
search and development of new creative practices and commissioning visual arts and cross-disciplinary work. You 
will engage with artists across a range of artforms, supporting the team to successfully plan, manage and produce 
projects. Key responsibilities will involve assisting the Creative Producer with project-based duties and research-
ing new opportunities for development, programming and fundraising. 

Your tasks will include:

Working with Producers and Artists towards developing and achieving project strategies and project timelines, 
including research, planning and responsive production duties.

Coordinating bookings for projects including logistics, technical hire and support, venue hire, travel, and accom-
modation. 

Supporting Forma in building partnerships and collaborative networks.

Researching platforms, communities, and opportunities for the development and promotion of artistic pro-
grammes, including fundraising and partnership opportunities. 

Working flexibly as part of a small team towards a diverse range of priorities and responsibilities. 

Assisting with the archiving and documentation of the current and past programming, including updating digital 
archives and handling third party enquiries. 

Supporting communications through the website, social media platforms and mail outs.

Assisting with the day-to-day running of the office by providing administrative support. 



Other duties include:

Participating in meetings and reporting on your progress with Forma staff.
Contributing to creative research and seeking future opportunities for talent development.
Occasional support at public events taking place during evenings and weekends.

What skills will you gain: 

This is a key role supporting a busy office, involving a range of skills including administrative duties, communi-
cations and meetings with artists and stakeholders, and contributing towards the production planning of com-
plex projects. Working alongside the Creative Producer and Forma team, the trainee will develop curatorial and 
production experience, learning to work proactively and responsively to the demands and duties of the public arts 
sector.

About You:

• Completed a BA degree course from one of University of the Arts London colleges finishing in 2019 in a 
relevant subject

• Good knowledge of a range of contemporary art practices
• Interest in learning about the public arts sector and current funding operations
• Excellent written and oral communication skills
• An attention for detail and ability to multitask
• Strong administrative and computer skills
• Knowledge of online publishing and marketing 
• Past experience supporting or managing creative projects preferred
• Experience with Adobe Creative Suite/Cloud preferred

Eligibility Criteria:

The AWP internships have been funded to provide opportunities for students who do not have access to advice 
and support from a parent who is a University graduate. 

Forma encourages applications from graduates who identify as BAME, LGBTQI or are recognised as a protected 
characteristic. Please note that our office is on a 1st floor, with no lift access. We apologise that at this stage we 
cannot accommodate potential applicants with physical disabilities. Forma is working towards addressing this 
issue in the future.

AWP Internships are supported by the UAL Outreach programme and applicants must be from this background. 
Please refer to Artquest’s website for full eligibility criteria.



About Gasworks & Triangle Network 

Established in 1994, Gasworks is a contemporary visual art organisation that provides 
studios for local artists and develops a programme of artists' residencies, exhibitions, events 
and educational activities. Housing under one roof the various aspects of contemporary art 
practice -conception, production, dissemination and debate -Gasworks aims to support talent 
development of UK and international artists either at early stages of their career or when 
needing time to experiment with innovative ideas, methods and media.  

Gasworks is also the hub of the Triangle Network, an international network of grass-roots 
arts organisations sharing the common aim to support and promote emerging talent through 
cultural exchange and artists’ mobility. Established in 1982, Triangle’s main activities include 
workshops, residencies, exhibitions and outreach events. Triangle also encourages peer-to-
peer learning, professional development for artists and the dissemination of emerging 
international art practices.  

Vision 

Gasworks and Triangle create projects and develop partnerships at local and international 
level, prioritising activities that support emerging artists and peer organisations in under-
represented regions or countries. International exchange is at the core of the organisation, 
addressing the need of emerging artists to make new work in contexts that instigate dialogue 
and exchange of ideas. The majority of Gasworks and Triangle’s projects are open-ended, 
process-based and artist led. Similarly, exhibitions are generally the result of new 
commissioned work resulting from long-term engagement and discussion between 
coordinators, curators and artists.  

Internship title 
Exhibitions and Residencies Intern 

Hours of work 
2 (consecutive) days per week 
9.30am – 5.30pm (includes 1 hour unpaid lunch break) 

Salary 
£10.80 per hour 

Length of internship 
6 months fixed term contract – October 2018 to March 2019 



 
 

 

 

Role Type 
Admin 
 
Location of internship 
Gasworks, 155 Vauxhall Street, London, SE11 5RH 
 
What will the internship offer the graduate and what will they learn while they are with 
you?  
 
At the end of the 6 month period, the Exhibitions and Residencies Intern will have obtained a 
good working knowledge of the gallery structure and gained practical skills in gallery and 
exhibition management. 
 
The intern will have gained essential administrative skills and have the opportunity to meet 
and ask questions to all members of staff. 
 
The intern will be introduced to the wide variety of roles necessary to make a gallery run 
smoothly. 
 
Main duties of internship  

 
The AWP Intern will support Gasworks’ Curator, Programmes Manager and Head of 
Communications in the timely and efficient delivery and administration of the Exhibitions and 
Residencies programmes. The successful candidate will:  
 
Delivery of the Exhibitions Programme  

x Assist with email and phone enquiries about the Exhibitions programmes  
x Support the Programmes Coordinator with exhibitions logistics, including loans, 

transport, insurance and condition-checking artworks  
x Assist with installations and de-installations  
x Support the Curator and Programmes Coordinator’s research into artists, institutions 

and funders  
 
Delivery of the Residencies Programme  

x Support the Programmes Coordinator with the administration of open calls and 
applications  

x Assist with email and phone enquiries about the Exhibitions programmes 
x Help to organise artists’ visas and travel  
x Support the Programmes Coordinator to arrange and maintain accommodation for 

residency artists  



 
 

 

 

x Help to provide visiting artists with practical and administrative support 
x Facilitate access to resources and other research material as required by visiting 

artists during their residencies 
x Support the organisation of open studios and other residency events  

 
Communication and Audience Development  

x Proofread texts for the gallery, website and other marketing purposes 
x Carry out Audience Development Surveys 
x Contribute to maintaining the relevant sections of Gasworks’ website 
x Assist with social media 
x Contribute to maintaining Gasworks’ mailing list 
x Support the Programmes Coordinator to action any journalists’ requests for 

information, images, interviews, etc.  
 
General 

x Ensure the foyer and front of house areas are always clean and presentable  
x Contribute to and participate in a collaborative working environment, including weekly 

team discussions and other conversations 
 

 
What sort of graduate would benefit from this internship?  
The AWP internships have been funded to provide opportunities for students who do not 
have access to advice and support from a parent who is a University graduate. AWP 
Internships are supported by the UAL Outreach programme and applicants must be from this 
background. Please refer to Artquest’s website for full eligibility criteria. 
 
Experience required 

x Strong written and oral communication skills  
x Good administrative and computer skills  
x Ability to learn quickly and to adopt established working practices and procedures  
x Ability to take direction from multiple managers, with the ability to multi-task and 

prioritise within a busy working environment 
x Confident working independently but also as part of a small team  
 

Name of supervisor 
Joel Furness 
 
Supervisor’s job title 
Programmes Manager 
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Artquest AWP/Iniva Internship – Digital Projects Intern 
 
Dates: September/October 2019 – March/April 2020 (start date TBC) 
Hours: 2 days/week 
Pay: £10.80 p/h 
Location: Iniva, 16 John Islip St, London SW1P 4JU 
 
Introduction: Iniva mission and vision 
 
Iniva is an evolving, radical visual arts organisation dedicated to developing an artistic 
programme that reflects on the social and political impact of globalisation. With the Stuart 
Hall Library acting as a critical and creative hub for our work, we collaborate with artists, 
curators, researchers and cultural producers to challenge conventional notions of diversity 
and difference. We aim to engage a wide audience, particularly young people, in discourse 
and debate on issues surrounding the politics of race, class and gender. 
 
Through our programme we work predominantly with British-born and British-based visual 
artists of African and Asian descent supporting them at different stages in their careers. We 
offer residencies, commission new work and promote existing practices enabling artistic 
ambition and development. By cultivating innovative thinking, we are committed to 
disseminating research across a wide cultural spectrum and geographical network. Our 
ambition is to build a greater body of knowledge around each of the artists with whom we 
work to ensure the legacy of their practices for future generations of researchers and 
audiences. 
 
People Directory 
 
Iniva’s Digital Archive/People Directory was created in the early 2000s by Iniva’s Head of 
Digital, Gary Stewart, and at the time was a groundbreaking resource listing artists, curators, 
writers and academics working in the relevant fields. It remains a valuable resource which 
exists nowhere else: http://www.iniva.org/library/digital-archive/ 
 
Iniva is launched a new website in 2017, and want to continue updating the entries, and 
creating new content.  Staff will support the intern with guided areas of research, use of the 
Stuart Hall Library and feedback on writing and presentation.  The intern will have the 
opportunity to work with Iniva’s Programme and Operations Coordinator on designing social 
media content and activity to drive audiences to the new entries as they are updated. 
 
There is also the opportunity to support some of our event-led activity including our public 
programme and, for the right candidate, to contribute to our blog and/or curate a display of 
publications and materials in the Stuart Hall Library. 
 
Roles and responsibilities:  

- Research and update entries in Iniva’s People Directory, adhering to and refining our 
house style guidelines.  

- Research and write new bios for artists, curators and writers who have worked on our 
programme and have a connection to Iniva. 

- Collating and preparing images for the People Directory and for other areas of the 
new website.  

- Secure permissions and copyrights for images as appropriate. 
- Preparing and planning social media campaigns and content relating to the People 

Directory and Iniva’s programme. 



 
 

2 
 

- Supporting the relevant team members including the Assistant Librarian in collating 
and planning social media content for Iniva’s programme. 

- Assisting team members on public events.  
- Assisting with various administrative tasks on occasion (e.g. monitoring the 

info@iniva.org address, assisting the Programme and Operations Coordinator with 
the management of the online shop and reception desk). 

- Checking website and reporting bugs and issues to the Programme and Operations 
Coordinator. 

 
Person specification: 
 
Skills / experience 

- A good command of English for editing and writing 
- Wide-ranging research skills 
- High levels of computer literacy 
- Experience of working with images for web publishing 
- Social Media skills 
- Desirable: experience of using WordPress 

 
Qualities 

- An interest in Iniva’s subject matter 
- Ability to use own initiative and develop creative approaches 
- Excellent communicator 
- Organised, methodical and self-motivated 

 
Completing this internship will develop your skills and knowledge in the following areas: 

- Interpretation, editing, digital or publishing 
- Research skills 
- Curatorial skills 
- Copywriting 
- Language and critical context surrounding the politics of race, class and gender in 

the visual arts 
- Social media planning and strategy 
- Events management and planning 
- Collaboration and teamwork 

 



New Contemporaries Intern  
 
About New Contemporaries  
New Contemporaries is the leading organisation supporting emergent art practice from the 
UK’s established and alternative art programmes. Since 1949 it has consistently supported 
contemporary visual artists to successfully transition from education into professional 
practice, primarily by means of an annual, nationally touring exhibition.  
 
In addition to the exposure and recognition that being selected for our exhibition brings, we 
also provide artists with valuable professional development opportunities such as 
mentoring, studio bursaries, residencies, commissioning and programming opportunities 
with our partners. No other open submission or graduate survey provides this level of 
commitment to making emerging talent sustainable in the long-term.  
 
The internship will join a small team and play a vital role to helping us to deliver a broad 
spectrum of talent development opportunities for artists.  
 
Working days: 2 days per week Monday & Thursday.  
 
Hours of work: 9.30am to 5.30pm. 
 
Salary: £10.80p/h  
 
Length of internship: October 2019 – March 2020 
 
Role Type: Admin 
 
Location: New Contemporaries, 1st Floor Rich Mix, 35-47 Bethnal Green Road, London 
E1 6LA 
 
Roles and responsibilities:  
•  Preparing, collating and announcing our alumni’s activity on New Contemporaries social 

media platforms;  
•  Collating and preparing artwork images for use on New Contemporaries website and 

archive;  
•  Assisting the Programme Manager and Programme Assistant with general exhibition 

administration including: preparing condition report files; liaising with exhibiting artists 
regarding travel and accommodation; gathering relevant paperwork; and preparing 
exhibition label information;  

•  Supporting the Development Manager with exhibition opening, VIP and other events 
including: collating lists of attendees; assisting with the opening in London; helping with 
sales enquiries; and assisting at other exhibition related events; 

•  Assisting with the distribution of exhibition catalogues for VIPs, supporters, libraries, 
selectors and artists and managing this process;  

•  Researching and collating contacts and prospects to support the organisation; 
•  Updating database contacts; 
• Attending meetings; 
•  Other administrative duties as reasonably required.   
 
 



The Candidate:  
The AWP internships have been funded to provide opportunities for students who do not 
have access to advice and support from a parent who is a University graduate. AWP 
Internships are supported by the UAL Outreach programme and applicants must be from 
this background. Please refer to Artquest’s website for full eligibility criteria. 
 
Person specification:  
Skills/Experience  
•  Administrative and organisational skills  
•  Written and verbal communication skills  
•  Ability to work to deadlines  
•  High level of computer literacy  
•  Good social media skills  
 
Qualities  
•  Ability to work in a small team  
•  Ambitious and target driven  
•  Excellent communicator  
•  Organised and self-motivated  
•  Excellent time management  
 
Learning Opportunities: 
•  Development of social media skills and processes relevant for arts organisations;  
•  Exhibition administration, including appropriate liaising with artists, preparation of 

exhibition material, and requirements for installation and de-installation;  
•  An understanding of the various roles/departments within arts organisations;  
 
Line Manager: 
Séamus McCormack, Programme Manager  
 
 
Application Procedure: 

Deadline for applications: Monday 15th July 10am. Interviews Take place: 19 
Aug – 20 Sept. Internships start: Between appoint date and October – up to 
organisation 

 
If you have any queries please do not hesitate to get in touch at t.pope@arts.ac.uk  
 
 
 



ARTQUEST WIDENING PARTICIPATION AWARD: 

SALES AND PRODUCTION ASSISTANT 

Pay: £10. 0 per hour 
Days of  work: 2 days per week (six-month contract), 10am – 6pm 
Locat ion: Studio Voltaire, Clapham and Mayfair (TBC) 

Studio Voltaire is a leading independent contemporary arts organisation 
that exists to support artistic practices and create a space for thinking, 
experimentation and reflection; its main activities are the provision of 
affordable studios, a renowned programme of exhibitions, performances 
and commissions, and a pioneering education programme. 

Together, these strands of activity provide a special synergy and 
environment for the production, display and dissemination of contemporary 
art. Through these contingent parts, we provide multiple entry-points for 
audiences through a diversity of practices and programming, fostering 
critical engagement with contemporary culture. We place the artist at the 
centre of everything we do: providing opportunities to produce work in an 
open and discursive environment and allowing a closer relationship 
between the artist, production of work and the audience. 

The Artquest Widening Participation Intern will play a vital role in the Studio 
Voltaire team assisting with all aspects of the gallery’s commercial 
activities. The scope of this commercial activity includes participation in art 
fairs and House of Voltaire – the organisations fundraising and 
commissioning platform selling designer and artists’ editions, merchandise 
and collaborations, and online activities. Studio Voltaire has a established 
a unique reputation for working with artists within an expanded field of 
fashion and design, providing new opportunities for contemporary artists 
to make highly accessible and visible works within a commercial sphere. 

Working closely with the Head of Commissioning & Sales (House of 
Voltaire) the AWP Intern will support the delivery and development of 
these trading activities working on specific projects such as House of 
Voltaire, including international presentations at key art fairs. 

The AWP internships have been funded to provide opportunities for 
students who do not have access to advice and support from a parent 
who is a University graduate. AWP Internships are supported by the UAL 
Outreach programme and applicants must be from this background. 
Please refer to Artquest’s website for full eligibility criteria.   



	

	

KEY TASKS  
 
TRADING 

- Assisting the Head of Commissioning & Sales (House of Voltaire) 

in the production of Studio Voltaire’s editions and merchandise. 

- Assisting with the Head of Commissioning & Sales (House of 

Voltaire) with the project management and delivery art fairs, 

ongoing online and gallery sales and temporary projects including 

Frieze Art Fair in October 2019 

- Support the Head of Commissioning & Sales (House of Voltaire) 

with the set up and delivery House of Voltaire Mayfair – 

September – December 2019. 

- Providing administrative support for all artist editions 

including inventory management, stocktaking, wrapping and 

care of editions, updating sales information and customer 

management. 

- Supporting the management of online sales including website 

maintenance and liaising with partners. 

 

GENERAL 

 
- Assisting the team with organisation of gallery events and assisting at 

gallery events 
- Assisting the Studio Voltaire team with during exhibition installation 

periods. 
- Assisting the Studio Voltaire team with general administration and 

carrying out assigned tasks 
- Ensuring offices and gallery stores are kept tidy and in a well kept 

order 
- Greeting audiences, guests and answering the phone as required. 
- Joining staff monthly meetings 
- Occasional additional paid weekend work is offered. 



	

	

Equal Opportunities 
Studio Voltaire will not discriminate against eligible applications on the 
grounds of gender, marital status, race, nationality, ethnic background, 
national origin, religion, disability or age. 

 
Person Specification 

- Excellent organisation and administration skills 
- Strong interest in contemporary art practice and wider culture 
- Team player 
- Some knowledge of computer programmes such as Word, Excel and Adobe 

programmes 
(training will be provided). 

- Good communication skills. 



 

Project description for Artquest Widening Participation Internship 2019/20 
 
Role: Projects and Communications Intern 
Hours of work: Two days per week (10am–6pm, to preferably include a Monday) 
Salary: £10.80 per hour  
Length of internship: 6 months, from October 2019 to March 2020 
Location: The Showroom, London NW8 (Edgware Road) 
Supervisor: Natasha Smith Tebbs (Head of Gallery Operations) 
Eligibility: The AWP internships have been funded to provide opportunities for students who do 
not have access to advice and support from a parent who is a University graduate. AWP 
Internships are supported by the UAL Outreach programme and applicants must be from this 
background. Please refer to Artquest’s website for full eligibility criteria. 
 
Introduction 
For over thirty-five years The Showroom, like no other institution in London, has been 
committed to serving as a platform for emerging practices and ideas where collaboration, 
criticality and learning are integral to the production of unconventional art and discourse.  
 
Our groundbreaking approach fosters experimental art practice, reflects upon everyday life 
through engagement with the local community and advocates for international transdisciplinary 
forms of art and education.  
 
Many of the artists we work with go on to achieve international critical acclaim, with nominations 
for prestigious awards such as the Turner Prize, inclusion in major international exhibitions such 
as Venice and Sharjah biennials, and with their work entering numerous public and private 
collections.  
 
Artists working with The Showroom in the past include: Lawrence Abu Hamdan,  
Ricardo Basbaum, Marc Camille Chaimowicz, Beatrice Gibson, Subodh Gupta, Sarah Lucas, 
Oscar Murillo, Christian Nyampeta, Ciara Phillips, Eva Rothschild, Wendelien van Oldenborgh, 
Uriel Orlow, The Otolith Group and Emma Wolukau-Wanambwa.  

 
The Showroom is an Arts Council England National Portfolio Organisation, and also receives 
funding from trusts and foundations and members of The Showroom's Supporters Scheme. 
 
Summary 
The Showroom is a non-profit contemporary art space focused on collaborative and 
experimental approaches to cultural production within its locality and beyond. This is a chance 
for a graduate to become part of a small, friendly team for six months and gain experience in 
many aspects of project and communications work, while learning about and contributing to the 
day-to-day running of a visual arts organisation.  



 

 
The Projects and Communications Intern will be introduced to how projects (both exhibitions and 
events) are managed at The Showroom and work alongside project leaders and other members of The 
Showroom team to support their delivery. Through this, the intern will be using and developing 
research, organisational, production, artist liaison, hosting, writing and IT skills, while accruing 
knowledge of The Showroom’s programme. 
 
In providing support for communications at The Showroom, the Intern will gain solid experience in 
supporting the coordination and publishing of social media content and maintaining online and printed 
listings. They will also learn about producing and archiving printed material, and editing and publishing 
audio documentation.  
 
As part of the role, the Intern can take up an offer to learn about and be involved in an area of work of 
particular interest (see below) and meet on an individual basis with all members of the team in order to 
hear and ask questions about different roles in arts organisations and career development in the arts.   
 
Through projects, communications and other ad-hoc duties, the Intern will provide The Showroom’s 
team with crucial assistance in the appropriate management of projects and events and how they are 
communicated to the public, as well as supporting the organisation across all of its activities.  
 
Main duties 
Projects 
To support The Showroom team as required with the production of exhibitions and events, including: 
• Researching (suppliers, equipment, travel, accommodation, etc) 
• Assisting with project planning, preparation and general administration (note taking, helping draw 

up schedules, etc) 
• Booking travel and accommodation 
• Set-up of equipment, furniture, etc 
• Assisting with organisation of hospitality 
• Organising audio recordings of events 
• Running and other installation/event support duties 
• Liaison with artists and visitors 

 
Communications 
• Assisting with the coordination and publishing of The Showroom’s social media content 
• Updating online and printed listings information for projects 
• Updating the mailing list on Mail Chimp 
• Helping with the production of signage and marketing material for projects e.g. handouts, posters, 

e-bulletins, etc, and where necessary with its distribution 
• Editing audio files and uploading media files to The Showroom’s website and Mixcloud (audio only) 

and writing accompanying copy 
• Preparing printed materials e.g. booklets, maps, flyers, etc, for inclusion in the digital archive and 

on The Showroom’s website  
• Managing the digital and physical storage of media content  

 
Other 
• The option to assist with a specific area of The Showroom’s work of special interest to the Intern, 

for example: Development, Participation, Finance, Fundraising, Organisational Management 
• To undertake any other general duties as may be reasonably required by members of The 

Showroom’s team, e.g. taking notes at team meetings, researching funding opportunities, assisting 
with packing of limited editions, helping with financial administration, coordinating rotas, meeting 
set up, etc.  

 



 

Person Specification 
It is essential that you have: 
• Proven good administrative, organisational and computer skills (especially Microsoft Word and 

Excel for Macs) 
• An interest in the aims and activities of The Showroom and current art practices  
• Good oral and written communication skills 
• The ability to work well as part of both a hard-working team and independently 
• Previous marketing experience and good knowledge of social media platforms, e-communications 

and updating websites 
• Strong self-initiative and the ability to learn quickly as well as adopt and develop established 

working practices and procedures 
• Excellent attention to detail  
• A commitment to equality of opportunity and diversity, as The Showroom expects its staff to uphold 

its Equal Opportunities and Diversity Policy and related Action Plans  
 
It is desirable that you have: 
• Experience of working in the arts 
• Previous projects or administrative experience 
• Intermediate graphic design computer skills in Photoshop, Illustrator and InDesign 
• Knowledge of simple audio editing using Audacity 

 


