
Dear Applicant
 
Thank you for your interest in the role of General Manager. 
 
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 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 are keen to ensure that Studio Voltaire welcomes a diverse range of people and is 
representative of the communities we work within. The organisation benefits from a wide 
range of backgrounds, perspectives and styles of thinking and working. 

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

Joe Scotland
Director, 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


General Manager Job Description

Employer:    Studio Voltaire Ltd
Job Title:   General Manager 
Responsible to:   Head of Finance & Operations
Responsible for:  Operations Coordinator, Gallery Assistant, Casual 
    Events Staff, External Contactors

Contract:   2 years fixed term (potentially renewable)
Probation period:  6 months  
Notice period:   2 months (probation notice period is 1 month) 

Pay Scale:   £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

Please bear in mind that the operational elements of this role require presence on site. 
Flexible working or working from home will be welcome where possible. 

About the Role

The General Manager holds a vital and important role within the organisation, enabling the 
organisation to fulfil its key role of providing support to artists and enabling access to the arts 
for a wide variety of audiences and participants. 

Working closely with the Head of Finance and Operations, the General Manager oversees 
Operations Coordinator and Gallery Assistants and is responsible the day–to–day operational, 
financial, administrative and buildings/facilities management ensuring the smooth running of 
the organisation and that our buildings are welcoming, accessible and well maintained.
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Principle Duties and Responsibilities

VISITOR SERVICES 
 • Lead and manage the work of Operations Coordinator and Gallery Assistants,  
 to ensure a high standard of visitor services and appropriate standards of security  
 and protection for all exhibitions and displays.
 • Manage Operations Coordinator and external contractors to maintain public  
 spaces, studios and building exterior, ensuring all areas are well presented and  
 safe
 • Act as a key contact between the wider organisation and its different audiences, 
 providing important feedback and dialogue 

STUDIOS, RESIDENCIES AND RESOURCES
 • Be a key point of contact for studio artists and cultural tenants, maintaining a  
 supportive and welcoming environment to all our artists and tenants
 • Support the Curator (Studios & Residencies) with administrative support and to  
 assist them in providing pastoral care to studio and residency artists
 • Liaise with studio artists and tenants with move in/out processes, contracts,  
 payments, maintenance, enquiries, etc and organise regular studio meetings
 • Support access, maintenance and use of onsite resources including Artists’   
 Kitchen, The Henry Moore Workshop, The Studio and residency studios
 • Ensure the studio handbook, licence agreements and studio policy are regularly  
 reviewed, signed and observed by studio artists and tenants 

OPERATIONS AND ADMINISTRATION 
 • Liaise with relevant staff to provide operational, administrative and staffing  
 support for both internal & external events and to support capacity within the  
 wider organisation 
 • In conjunction with the Head of Finance and Operations, ensure that all our  
 operations meet current legal requirements and that required insurances and  
 other legal frameworks and policies are in place and up to date (e.g. Health &   
 Safety, Fire Safety, First Aid, Covid Safety etc.,)
 • Preparing key risk assessments for day–to–day visitors and key service users.  
 Collate risk assessments from other staff (e.g. hires, programme, etc.,)
 • Manages Operations Coordinator, Gallery Assistants and external contractors  
 to ensure the infrastructure and systems supports all aspects of activity including  
 office supplies and equipment, rotas, cleaning, room bookings etc.,
 • Manages and maintains Studio Voltaire’s IT equipment, processes, IT archive &  
 drive and tech assets. Manages the relationship with external IT support. 
 • Chairs biweekly all staff meetings, preparing agenda, taking and disseminating  
 minutes, including exhibition, event and process debriefs
 • As one of the registered key holders and emergency contact, on 24 hour call out  
 in case of emergency 

BUILDING MANAGEMENT
 • With the support of the Operations Coordinator, manages building maintenance,  
 repairs and improvements including managing external contractors onsite 
 • Manage all building contracts and utilities (Internet, telephone, waste, cleaning,  
 utilities, office supplies, temporary licences, etc.) with support from the Operations  
 Coordinator
 • Responsible for external contractors and collating method statements, O&M files  
 & risk assessments relating to building and any maintenance that may be required. 

FINANCIAL 
 • Work closely with the Head of Finance and Bookkeeper to oversee all financial  
 systems and processes, ensuring all aspects of our finances are managed  
 effectively, including but not limited to ensuring all receipts and invoices   
 are correctly coded and filed; management of expenses and Pleo; preparing  
 payroll; supporting production of quarterly management accounts; general   
 financial administration and banking; supporting on the annual audit process etc 
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 • Manage budget for office consumables, maintenance, IT, travel and governance
 • Act as a signatory on the bank account

GOVERNANCE
 • Support Head of Finance and Operations in maintaining all policies (Health &  
 Safety, HR, Safeguarding, Data Protection, Environmental, Studio, etc.) and ensure  
 policies are adhered to
 • Administration of Equalities and Ethics Working Group 

FUNDING / EVALUATION 
 • Ensures Key Performance Indicators (KPIs) statistics are regularly updated by staff  
 members across departments
 • Oversees the collection of audience surveys and data; and disseminating key  
 information within the organisation 
 • Supports occasional funding reports by collating and interpreting evaluation data 

HUMAN RESOURCES 
 • Manages employment contracts, maintaining HR records, annual leave, TOIL and  
 sickness records
 • Assists the Head of Finance and Operations with recruitment processes and staff  
 training 
 • Recruitment, performance reviews of Operations Coordinator and Gallery   
 Assistants

ADDITIONAL RESPONSIBILITIES 
 • Working collaboratively with the Head of Finance and Operations, the wider   
 management team, and colleagues across all departments, to contribute to a   
 cohesive and unified culture
 • Demonstrates a commitment to Studio Voltaire’s Equality, Diversity and Inclusion  
 Policies
 • Adhere to Studio Voltaire’s code of conduct and all policies and procedures
 • Carries out other duties deemed appropriate by the Director and Head of Finance  
 and Operations

 

4



Person Specification

We are keen to ensure that Studio Voltaire welcomes a diverse range of people and is 
representative of the communities we work within. The organisation benefits from a wide 
range of backgrounds, perspectives and styles of thinking and working. 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.

Essential Skills and Attributes

 • At least one year’s experience in a similar role or demonstrable transferable   
 experience
 • Meticulous organisational skills, including experience of implementing and   
 improving administrative systems
 • Experience of managing people, organising rotas, delegating tasks and the ability to  
 demonstrate leadership and work flexibly within a team environment
 • An energetic, dynamic and enthusiastic team player
 • Working as a part of a small team, you will need to have a flexible all hands on deck  
 approach, while maintaining staff structure boundaries and responsibilities
 • Excellent numerical skills and experience in managing project budgets, databases  
 and excel spreadsheets
 • Excellent verbal and written communication skills with attention to detail
 • The ability to forge mutually–respectful and effective working relationships with a  
 wide group of personalities, including artists, trustees, patrons, staff etc.
 • A reactive and self–motivated approach to working and experience of multi– 
 tasking, as well as an ability to problem solve, prioritise and plan strategically
 • Strong IT skills, with the confidence to manage both familiar and unfamiliar   
 technologies and liaise with external IT support
 • Excellent time management, planning and coordination skills
 • Knowledge of health and safety and security for public buildings and venues
 • A commitment to pastoral care and employee wellbeing

Desirable Experience, Skills and Attributes
 
 • Experience working in a museum, gallery, cultural or voluntary sector organisation
 • An understanding of and affinity with the mission, vision and work of Studio Voltaire
 • Soft utilities and building management experience 
 • Financial administration experience/qualifications such as budget management,  
 payroll and AAT qualifications 
 • Operational qualifications, such as fire marshal training, manual handling, first aid  
 certificate etc 
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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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