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JOB OPPORTUNITY 
 
TITLE: Studio & Programme Coordinator 
SALARY: £17,000 pro rata (3 days per week) 
CONTRACT: Freelance contract, initially for 4months (Mid October 2014 – Mid February 
2015) with potential to be extended.  
OFFICE HOURS: 10am-6pm (expected to work some evenings and weekends) 
 
The NewBridge Project is appointing a freelance Studio & Programme Coordinator to provide 
key organisational and administrative support to The NewBridge Project Director to ensure 
the successful delivery of the artistic/events programme across the studios and project 
space, as well as the day-to-day management of the artist studios.  

The coordinator will provide key support to a small but committed team of FT/PT staff during 
a period of transition for the organisation.  They should be enthusiastic, reliable and self-
motivated and be able to work well both independently and as part of a creative team.  
Strong organisational and communication skills are vital, as well as the ability to think on your 
feet and multi-task.  

 

About The NewBridge Project 
 
The NewBridge Project is an artist-led community comprising of over 80 artist studios, an 
exhibition space, a bookshop and a social hub, based in a 29,000sqft former office block in 
Newcastle upon Tyne city centre. The NewBridge Project supports artists to investigate and 
challenge the boundaries of contemporary art practice. 
 
Our annual programme of exhibitions, talks, screenings and events is held in our street level 
gallery, providing artists with an unusual and highly visible location to showcase work while 
creating public interest in an otherwise unused property.  

The NewBridge Project was established in 2010 and for over 4 years has provided exchange 
and support in an engaged and discursive community of artists. The shared workspace is a 
critical and collaborative environment that allows artists to discuss and develop new ideas 
and projects. 

NewBridge Books is a shop and social space that is unique to the region, providing a 
platform for artist’s books, zines and art writing from independent publishers and artists who 
self-publish. With a dynamic programme of discussion groups, talks, screenings and socials, 
NewBridge Books provides a stimulating context in which to exchange ideas.  
 
The NewBridge Project has a full time Director, who oversees creative programming, 
fundraising, strategic development and management of the artist studios. The NewBridge 
Project has two part time members of staff; a Participatory Programme Director, who creates 
innovative participatory programming, and a Bookshop Producer, responsible for the creative 



   

programming and management of NewBridge Books as well as financial administration. This 
role will involve working closely with the Director.   
 
The NewBridge Project is an ambitious organisation and relies on the dedication of a team of 
volunteers as well as support from studio members and associates.  
 
This is an opportunity for a motivated individual to join a vibrant, creative and inclusive 
community of artists. 
 
For more information please visit: http://thenewbridgeproject.com 
 
 
Responsibilities:  
 
STUDIOS: 

- Support the day-to-day running of The NewBridge Project artist studios  
- To act as the main point of contact for studio members and public enquiries 
- To manage studio applications  
- Provide support to The NewBridge Project studio members  
- Manage bookings for spaces within the studios 
- Support with running events in the studios 
- Assist with Health & Safety being met and upheld 
- Oversee maintenance within the studios 

 
EXHIBTION/EVENTS PROGRAMME: 

- Assist with the production of the gallery programme 
- Support the installation of exhibitions 
- Assist with the management of technical resources 
- Attend programme committee meetings and take minutes 
- Contribute to updating The NewBridge Project website and social media accounts 
- Assist with writing copy/e-newsletters/press releases for the gallery programme 
- Support with running events in the gallery space 
- Coordinator volunteers and draw up volunteer rotas for the gallery  

 
GENERAL: 

- Manage utility accounts  
- Provide support to the Director  
- Support the development of the artistic programme 
- Carry out research into funding opportunities 
- Support funding bids    
- Act as an advocate for The NewBridge Project 
- Support with running events and projects off-site  
- Assist with company administration 
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Personal Specification:  
 
Essential: 
 

- Excellent organisational skills  
- Ability to work well as part of a small and creative team 
- Experience of working in both an office and a gallery/events/studio environment  
- Demonstrable level of skills and experience working in a similar role 
- Strong communications skills, both written and verbal 
- Receptive to change with the ability to think on your feet, with a good sense of 

initiative 
- Experience of working with/supporting artists 
- Ability to manage own workload and meet deadlines efficiently under pressure 
- Willingness to get stuck in 
- Experience of mailchimp, website management and social media 
- Experience of using Microsoft office (inc. spreadsheets) 
- Skilled in basic administration  
- Ability to write copy and communicate effectively to different audiences 
- Flexible with working hours, able to work occasional evenings and weekends 
- Knowledge, passionate and enthusiasm for contemporary visual art and artist-led 

initiatives 
- Experience of coordination events with strong attention to detail  
- Friendly, motivated, enthusiastic person  

 
Desirable: 
 

- Experience of fundraising  
- Experience of producing own events/exhibitions 
- Good knowledge of visual art, regionally and nationally 
- Knowledge of Adobe Creative Suite  
- Experience of creating and managing spreadsheets 
- Hands on experience of installing exhibitions  

 
Terms: 
 
This is a freelance contract, initially for 4 months (Mid October 2014 – Mid February 2015) 
with potential to be extended for another 6 months.  
 
The contract is for 3 days per week during this period, days are flexible and negotiable.  
 
The fee is equivalent to £17,000 pro rata per annum.  
 
Please note is an opportunity for a self-employed individual, you would be responsible for 
your own income tax, national insurance and public liability insurance.  
 



   

 
How to apply: 
 
Please send a covering letter (no more than 1side of A4) outlining your interest in the position 
and your relevant experience with an accompanying CV to Charlotte Gregory on 
c.gregory@thenewbridgeproject.com 
 
The deadline for applications is Thursday 9th October at 5pm. Interviews will be held w/b 13th 
October.  
 
If you have any queries about the role please email Charlotte on the above contact or call 
0191 232 8975. 
 


