
Dear Applicant

Thank you for your interest in applying for the position of Communications Manager at Studio 
Voltaire. 

This pack contains a job description, person specification and an introduction to Studio 
Voltaire.

To apply for this role:

1. Please download and complete the application form please download and complete   
 the application form by clicking here and email it to jobs@studiovoltaire.org, 

2. Please complete the Equality and Diversity Monitoring Form by clicking here. The   
 form is completely anonymous.

We strongly welcome applications from people who are currently underrepresented in 
contemporary art, including people with African, Asian, Middle Eastern, Latin American and 
Caribbean–heritage, people who have faced socio–economic barriers, those who identify as 
Lesbian, Gay, Bisexual, Transgender, Queer or Intersex, and those with disabilities or long-
term health conditions.

We are happy to receive applications in alternative formats, including audio and video. If you 
would like to apply for this role in another format, or if you have any access requirements and 
would like to discuss how we can best support you through your application process, please 
contact us on info@studiovoltaire.org or 0207 622 1294.

Best wishes

Niamh Conneely, Head of Development and Communications
Studio Voltaire

https://s3.eu-west-2.amazonaws.com/www.studiovoltaire.org/wp-content/uploads/2022/04/Studio-Voltaire-Application-for-employment_April-2022-1.docx
mailto:jobs@studiovoltaire.org
https://forms.gle/kWkec5ewAsvSBzKS6
mailto:info@studiovoltaire.org


Communications Manager Job Description

Summary

Working closely with the Head of Development and with input from the wider team, the 
Communications Manager is responsible for all press; digital communications; social media, 
print and websites.  This is a proactive and creative role with a focus on engaging existing 
and new audiences both in person and digitally. The Communications Manager will play an 
important role in developing and delivering the communications and audience development 
strategies of the organisation in order to help raise awareness of Studio Voltaire locally 
and internationally and communicate its programmes and resources more widely. The 
Communications Manager also manages key communications for House of Voltaire, helping 
increase income generation for the charity. 

Employer:    Studio Voltaire Ltd
Job Title:   Communications Manager 
Responsible to:   Head of Development 
Lateral Relationships:  All departments 

Contract:   2 years (fixed term) with potential renewal
Probation period:  6 months  
Notice period:   2 months (probation notice period is 1 month) 

Hours of work:   Full time (Monday–Friday, 10am–6pm), occasional weekend/  
    evening working. No overtime but time off in lieu.

Salary:    £29,000 to £31,000 per annum (depending on experience)

Benefits:   28 days (pro rata) of annual leave, plus UK public holidays 
    (pro rata) 
    Employer pension contribution of 3% 
    Training opportunities
    Discounts at House of Voltaire and café

Place of employment:  Studio Voltaire, 1A Nelsons Row, London SW4 7JR
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Principle Duties and Responsibilities

STRATEGY 
 • Develop and implement a comprehensive communications and audience 
 development strategy for Studio Voltaire to broaden and increase local and  
 international audiences, raise its profile and promote its programmes and   
 resources. 
 • Develop and implement a comprehensive communications strategy for House of  
 Voltaire to engage new and existing customers, support income generation for  
 online and physical presentations and increase the brand’s profile.
 
COMMUNICATIONS
 • Manage and develop all aspects of Studio Voltaire’s and House of Voltaire’s  
 external communications including digital, marketing, social media,    
 advertisements and signage.
 • Manage and develop Studio Voltaire and House of Voltaire’s website, including  
 the generation of new content and ways of engagement. 
 • Working closely with The Head of Development and Head of House of Voltaire to  
 create a new website for House of Voltaire including e-commerce and digital   
 engagement. 
 • In collaboration with the wider team, plan, produce and share digital content  
 across Studio Voltaire’s online and social media platforms.
 • Collate and edit Studio Voltaire’s monthly newsletter, regular House of Voltaire  
 announcements and other digital marketing.
 • Regularly monitor and report on website and social media data to identify key  
 areas for development.
 • Manage Studio Voltaire’s image, resource and press archive.

 
PUBLIC RELATIONS 
 • To initiate and develop positive relationships with local, national and international 
 media.
 • To plan and implement publicity and public relations, working across the   
 organisation to identify newsworthy stories, produce press releases and assets,  
 and manage media relations at events and launches.
 • To liaise with Studio Voltaire and House of Voltaire’s partners to ensure   
 coordinated marketing and communications for collaborative projects. 
 • Manage relationships with external PR companies.
 • Organise press launches and events for commissions and key projects as   
 required.
 
AUDIENCE DEVELOPMENT
 • Support the development and delivery of the Audience Development strategy  
 set by the Director and Managing Director that broadens and deepens audience  
 and participant engagement for Studio Voltaire’s programmes.
 • Manage establishment and implementation of a Customer Relationship   
 Management system, supporting the cultivation of audiences.
 • Increase engagement and participation from audiences that may have limited  
 access or engagement to the arts or maybe underrepresented within our current  
 audiences. 
 • Create and develop innovative relationships with local and international partners  
 to develop strategic outcomes. 
 • Develop Studio Voltaire’s approach to audience data collation and ensure   
 audience feedback, visitor numbers and data are clearly and accurately collated.
 • Manage Studio Voltaire’s relationship with Audience London and ensure   
 audience data sharing is undertaken.
 • Monitoring of digital engagement via Google Analytics etc

BRAND ASSESSMENT AND IMPLEMENTATION 
 • Ensure all communications comply with Studio Voltaire and House of Voltaire’s  
 brand guidelines
 • Make recommendations to ensure awareness of the brand
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 • Ensure that all printed materials, official verbal and written communication and the  
 public programming conveys the brands

FINANCIAL
 • Contribute to budget forecasts.
 • Managing the department and key project budgets, including regular reporting.
 
OTHER
 • To support the philosophy, aims and objectives of Studio Voltaire and to champion  
 its work.
 • To promote and support equality, diversity and inclusion for all staff, freelancers,  
 artists, audiences and stakeholders.
 • Maximise opportunities for driving income through communications
 • Responsible for emailing lists across the organisation in conjunction with other  
 teams
 • Work with Trustees with a specific focus on communications
 • Compiling occasional reports and contributing to Studio Voltaire’s annual review  
 and business plan.
 • Actively participate in the London contemporary art world – networking with artists,  
 designers, press, collectors, funders, sponsors and other institutions to develop  
 working relationships beneficial to Studio Voltaire.  Attend openings and events to  
 represent Studio Voltaire.
 • Ensuring effective administration systems are in place, including press list   
 management, up to date press files, listings information, etc.

This job description cannot be considered to be exhaustive and other duties not included 
above may arise from time to time, which the post holder will be expected to fulfil. These 
additional duties will be determined by circumstances and be as and when required.
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Essential Skills and Attributes

 • Demonstrable and informed interest in contemporary art and visual culture, with a  
 particular knowledge of the contemporary art work in London and internationally, and  
 Studio Voltaire’s particular role within it.
 • Excellent verbal and written communication skills with attention to detail
 • Experience of working as part of a small team and the ability to forge mutually- 
 respectful and effective working relationships with a diverse group of personalities,  
 including members of the Board, patrons, staff etc.
 • A flexible self-motivated approach to working and experience of multi-tasking, an  
 ability to prioritise and plan
 • Proven strong IT skills, particularly in MS Word, Excel, Database software,   
 Photoshop and InDesign. 
 • An energetic, highly motivated and enthusiastic team player with a desire to further  
 develop a career in the contemporary art world through contributing to Studio  
 Voltaire’s continued success
 • Experience overseeing social media channels and delivering high impact campaigns 
 across multiple platforms 
 • Knowledge of database management and GDPR 
 • Experience of creating e-marketing campaigns which drive high levels of   
 conversion and engagement 
 • Experience of writing press releases targeting local, national and international press 
 • Experience of delivering marketing and communications campaigns to support  
 income generation via e-commerce 
 • Experience of working with and liaising with the media, both proactively and  
 reactively, to generate positive news coverage 
 • An extensive and established network of relevant contacts
 • Excellent copywriting skills, adapting style to suit audience 
 • Excellent organisational and administrative skills with the ability to inform accurate  
 decision making, under pressure and to tight budgets and deadlines 
 • Able to meet deadlines and reach targets under pressure 
 • Able to manage competing priorities and relationships 
 • Strong negotiating and influencing skills, with a strong emphasis on reconciling  
 commercial targets with artistic/ social interests. 
 • Strong understanding of ecommerce best practice.

Desired Skills 

It would be an advantage if the candidate could demonstrate experience in:

 • Experience in WordPress and Shopify platforms
 • Experience in overseeing staff
 • Experience in working in an arts environment
 • Experience in financial management and control systems
 • Experience in design and print production
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About Studio Voltaire

Studio Voltaire is one of the UK’s leading not–for–profit arts organisations. Placing great empha-
sis on risk–taking and experimentation, our pioneering programmes of exhibitions, collaborative 
projects, artist development, live events and offsite commissions have gained an international 
reputation.

Studio Voltaire was founded in 1994 by a collective of artists and creatives who set up a studio 
space in a disused tram shed on Voltaire Road, Clapham. An artist–centred approach remains 
at the core of our work. We are creating an essential artists’ community and resource in South 
London; our current site on Nelsons Row affords a significant level of support, providing much–
needed affordable and accessible studios for a diverse range of individual and collective practic-
es. Our growing studio and residency programmes forefront artists–led development, research, 
experimentation and production, and provide opportunities for our audiences to engage with this 
process.

We have an outstanding track record of supporting artists at a pivotal stage in their careers. In-
vesting wholly in the production of new work, we offer significant opportunities for emerging and 
under–represented practices, providing time, care, and resources for artists to create ambitious 
work on their own terms. Many of our commissions are an artist’s first solo exhibition in London, 
or bring work by well–established international artists to UK audiences for the first–time. Artists 
developing new commissions for the gallery are often encouraged to respond to its architectural 
context, or are created onsite during production residencies. Occasional retrospective and archi-
val shows provide an important platform for practices that sit outside of contemporary discours-
es, or have lacked representation in larger institutions.

Studio Voltaire commissions a wide range of ongoing and collaborative projects. We work with 
artists, organisations, schools, colleges and communities to create contexts for people to share 
and collaborate, while also supporting critical engagement and lifelong learning. We often work 
beyond the walls of the gallery, initiating projects in the public realm and supporting artists to 
work in unconventional spaces and in new social and cultural contexts.

Through these core exhibition, participation and studio programmes, Studio Voltaire supports a 
diverse range of artistic practices and creates opportunities for wider access and engagement 
with contemporary art. We work for parity between our programmes, which impact on and inform 
each other. Commissioned artists and solo presentations have included:

Aaron Angell, Nairy Baghramian, Phyllida Barlow, Judith Bernstein, Monster Chetwynd, Anne 
Collier, Thea Djordjadze, Nicole Eisenman, Sunil Gupta, Sharon Hayes, Sanya Kantarovsky, Nnena 
Kalu, Ella Kruglyanskaya, Bod Mellor, Cookie Mueller & Vittorio Scarpati, Henrik Olesen, The Neo 
Naturists, Elizabeth Price, Charlotte Prodger, Rehana Zaman, Richard Slee, Jo Spence and Cathy 
Wilkes.

Studio Voltaire is a registered charity and part of Arts Council England’s National Portfolio. Our 
programmes are fundraised for in their entirety through the kind patronage of individuals, spon-
sorship, public funding, sales of our renowned limited edition works through House of Voltaire and 
funding from charitable trusts and foundations.

studiovoltaire.org
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