
 

 

Part-time / Full-time Front of House – Gallery Assistant 
 
 
VC is looking for a new team member who is entrepreneurial, pro-active and well-organised 
to join its front of house in the next weeks. If you are passionate about art and design, great 
at engaging people and turning conversations into sales, we’re probably interested in you! If 
you have previous experience in marketing, sales, business development, fundraising and 
shop management, especially within a creative environment, that’s even better.  
 
You will be based in VC’s reception area and will be the first point of contact with visitors, 
providing them with information about products, exhibitions and upcoming events. At the 
same time, you will be responsible for various administrative duties and fundraising activities 
related to VC’s gallery shop, events and the development of our relationships  
with suppliers, donors, members, sponsors and other potential clients.  
 
 
 
Your tasks will include but are not limited to: 
 

- Opening and closing the gallery and shop, including turning exhibition equipment on 
and off at the start and end of each day, 
 

- Greeting visitors, providing information about current exhibitions and upcoming 
events and making sure that our visitors step into a welcoming and aesthetically 
pleasing environment, selling art pieces and shop merchandise, 
 

- Ensuring the smooth running of VC’s shop by managing cash and card payments, 
stock-taking, sales records, creating and keeping record of invoices, receipts and 
other sale-related documents, 
 

- Managing email and other online communication channels with visitors, collaborators 
and prospective clients, 
 

- Managing subscribers’ list and other contact lists, 
 

- Co-ordinating catering and set-ups for events and attending evening events at the 
gallery, 
 

- Carrying out social media marketing activities for VC’s gallery shop and designing 
marketing strategies aimed at increasing the gallery’s online presence, visibility and 
sales of artwork, merchandise and venue rental,  

 
- Promoting VC’s membership, donorship and sponsorship schemes and designing 

and executing fundraising strategies, 
 

- Occasionally assisting in the installation and de-installation of exhibitions and 
required to work afterhours and possibly weekends. 

 
 
 
 
 
 



 

Required: 
 

- Excellent written and oral communication skills in English and preferably Maltese. 
Additional languages are considered a plus, 
 

- Interest in social media and online marketing, 
 

- A pro-active, creative and hands-on approach towards engaging our clients and 
maintaining an art space, 
 

- Great organisational skills particularly with regards to keeping account of important 
documents, managing contact lists, organising events and scheduling meetings, 
 

- An excellent team player who is flexible and versatile, 
 

- Available for an immediate start. 
 
 
 
Other desired qualities: 
 

- Previous marketing & sales / business development experience, preferably in a 
similar environment, 
 

- An art, design or related educational/professional background, 
 

- Previous experience in fundraising for not-for-profit organisations, 
 

- Practical and hands-on in terms of minor manual work such as placing captions next 
to artwork, arranging lights, re-arranging smaller furniture items etc. 

 
 
 
What we offer: 
 

- A pleasant working environment and working with a tight-knit small team of people, 
 

- Exciting artistic content and events that will broaden your knowledge and give you 
the opportunity to meet interesting individuals, 
 

- Variety on the job and the opportunity to work on diverse projects. 
 
 
 

For more information and to apply for this position, kindly forward your updated CV and 
motivation letter to Manuela Zammit on manuela@vallettacontemporary.com, inserting part-
time/full-time front of house in the subject line by not later than Wednesday 26th February. 
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