Would you like to undertake an Internship at Arnolfini?

Arnolfini offers a limited amount of Internship placements to work on specific projects within the organisation. An internship at Arnolfini provides hands on training in arts management and a comprehensive overview of operations and is a great opportunity for anyone, over the age of 18, wanting to work in the visual arts or cultural industries. Interns work with all staff, with a clearly defined role and set of duties allowing for an overview of the organisation, as well as experience in a specific area (e.g. education, exhibitions, live)
What you can expect from an internship at Arnolfini

To gain experience in working at a variety of aspects of a busy, high profile multidisciplined arts centre

Awareness training e.g.; disability, fire safety

Complimentary tickets to Arnolfini events

20% discount at Arnolfini bookshop

What Arnolfini expects from you
Interest in contemporary arts and Arnolfini 
An interest and commitment in the specific area you are applying for
Excellent communication skills

Willingness to undertake a wide range of duties

Minimum of 6 weeks availability

That you will achieve agreed objectives
Arnolfini

Arnolfini is one of Britain's leading independent arts organisations presenting the contemporary arts based in Bristol. Since its foundation in 1961, Arnolfini has gained a national and international reputation for presenting innovative work in the visual arts, live art, theatre, performance, dance as well as film and music.  

Arnolfini is core funded by Arts Council England and Bristol City Council.

Mission Statement 
Arnolfini provides Bristol and the west of England with a centre for the contemporary arts of international significance.

It presents and develops to high professional standards, some of the most remarkable art of our time.

It seeks to involve the widest possible range of people in its activities and to allow individuals to relish and gain from their experience of the arts.

Its aims are:

· To play a leading role in the cultural life of the city and the region by presenting an ambitious and imaginative programme, international in scope and distinctive in character.

· To seek out challenging, often controversial and sometimes relatively unknown artists and performers and to provide a vital showcase for their work.

· To provide a focus and forum for creative participation, critical discussion and life long learning about contemporary arts for people of all ages and backgrounds.

· To commission, and act as a catalyst for new and experimental work.

· To respond to the specific needs and aspirations of different sections of the community, in particular seeking to reach those who might otherwise be detached from the contemporary arts.

· To have a friendly and open minded environment for staff artists and visitors.

· To develop the skills and expertise of its staff.

· To share its experience and welcome participation with other cultural organisations.

Applications 
What happens next:

When we receive your application form, we will send a letter/email response of acknowledgement of receipt of the letter to you.

Whilst we consider every application on its merits we can only consider applications

when we have an appropriate opening within the gallery. As the resources for

placements are not available on a regular basis and due to the large number of

applications that we receive we will only contact you if and when we are able to offer

you a placement. 
Please complete the application form enclosed in this pack, or you can download a version from our website www.arnolfini.org.uk. We encourage you to research and apply for the internship you think would be the most relevant to your area of interest and level of experience.
The application form is an important part of the selection process. To ensure fairness to all applicants any decision to short list you for interview will be based solely on the information you supply on your application form.  It is important you give as much information as relevant regarding why you wish to apply and what makes you a suitable applicant.

Applications in the form of CVs will not be considered

Arnolfini is actively working towards equal opportunities and welcomes applications from all areas of society.  We would appreciate it, if you would complete and return the enclosed monitoring form.

Other opportunities:

Other places to look for jobs in the arts and museums sector include

www.artsjobs.com, www.museumjobs.com, a-n magazine, www.artscouncil.org.uk.

There are many galleries and museums local to the South West and nationally that

offer work experience placements. We encourage you to research and to apply for a

work experience placement at the institution that you think would be the most relevant

to your area of interest and level of experience.

Participation in the internship programme is designed to be a personal development opportunity and is not a guarantee of securing future employment at Arnolfini.

Completed applications should be marked on the top left corner of the envelope with the department internship you are applying for eg – Education, Exhibitions etc. and sent along with the monitoring form to:

Recruitment Manager, Arnolfini, 16 Narrow Quay, Bristol BS1 4QA 

You will be notified as soon as possible if you are invited to attend an interview.  Regrettably, owing to the large number of applications we receive we can not send rejection letters.

APPLICANTS’ INFORMATION FOR THE POST OF Education Intern

Arnolfini are looking to recruit volunteers and interns interested in becoming involved with various aspects of the Education department. Working across the whole programme, the Access and Education Programme provides on-going support, memorable experiences and insights for all audiences. 
Each year we welcome people from all types of schools, community and youth groups, colleges and universities and artist groups to a programme of talks, lectures, supported visits, public workshops and participatory projects. 

Thousands of people attend visits and workshop events each year and Arnolfini also works with a number of Bristol-based long term partnerships developing relationships across the city.
The Post

The Access & Education department currently consists of the Access & Education Programmer and an Access & Education Co-ordinator, the Group Visit & Workshop Assistant, Archivist and Reading Room Assistant. 

Our internship scheme offers you the chance to design your role within Arnolfini around your specific talents and interests gaining invaluable experience that may help you to a successful career of your choice.
SUMMARY OF OBJECTIVES
	1.To assist the Co-ordinater and Group Visits and Workshops Assistant with the delivery of the programme including group visits, talks, tours, study days and workshops, ensuring bookings, artists and event leaders are confirmed, spaces and facilities are available and appropriately presented.. 

	

	2.To undertake the maintenance of information, files, records and systems for the effective and accurate documentation and evaluation of the Access & Education Programme, ensuring the archiving of appropriate of material within guidelines. 

	

	3.To provide excellent customer service and answer the majority of general enquiries to the department from artists, students, teachers, visitors etc, by phone, or in writing as appropriate and in line with Arnolfini’s Customer Service Policy.

	

	4.To undertake administrative and clerical duties for the efficient running of the Access & Education department, including general correspondence, filing/archiving/destruction of records as appropriate within guidelines, supplying reports, information and schedules to other departments, maintaining accurate booking systems and records

	

	5.To liaise with the technical department as required to ensure appropriate support and facilities are available for Access & Education projects and events.

	

	6.To research information for, and assist in compiling visitor resource areas, information leaflets, education newsletters, labelling and other interpretation material.


	7.To be fully conversant with all Arnolfini policies including Equal Opportunities and Health and Safety and ensure by following established working practices and guidance that all policies are adhered to at all times.

	

	8.To carry out any further duties as reasonably requested by the Access & Education Programmer or whoever (s) he shall designate.
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The application form is an important part of the selection process. To ensure fairness to all applicants any decision to short list you for interview will be based solely on the information you supply on the application form.  It is important you give as much information as relevant regarding why you wish to apply and what makes you a suitable applicant.

Please complete the form in black ink.

	
	 ARNOLFINI INTERNSHIP


Section One: Personal details

	name
	
	address
	

	telephone number
	
	
	

	email address
	
	
	

	are you aged over 18 years?


	
	
	


Section Two:  Education qualification details [starting with the most recent]

	from
	to
	institution
	course/award title
	grade

	
	
	
	
	


Section Three: Professional qualification details [starting with the most recent]
	from
	to
	institution
	course/award title
	grade

	
	
	
	
	


Section Four: Current employment details 

	from
	to
	employer
	brief description of duties

	
	
	
	


Section Five: Please give full details for a referees and state their relationship to you.    

	name:

address:

postcode:

telephone no:
Relationship:
	
	
	


Would you agree to us contacting them prior to interview Yes  / No

Section Six: Please detail other information you wish to give in support of your application
	In this section please consider what areas you are interested in: Archive,Exhibitions, Education, 
Outreach,Film, Live, Music, Dance, Press and Marketing, Administration
What you want to gain from an internship and what you can offer Arnolfini ie , time commitment, skills, knowledge or expertise in a particular area, enthusiasm etc



[Please ensure you put your name on the top of a continuation sheet]
All information given in this form is correct at time of application:

	Signed:

	Date:


EQUAL OPPORTUNITIES RECRUITMENT MONITORING FORM

Arnolfini is committed to a policy of equality of opportunity in employment and to taking action to avoid discrimination within the organisation.  All applicants for employment are considered only on the information given in application regarding their ability to undertake the job for which they are applying.

This information is used for monitoring purposes only, and is removed from the application prior to the short-listing process.

Please tick the appropriate box:

Age range

( Under 16

( 17-24

( 25-34

( 35-44

( 45-54

( 55-64

( 65+


Gender

(  Male
( Female

Ethnic Origin

White

( British
( Irish
( Other: Please write in:

Asian or Asian British

( Indian
( Bangladeshi
( Pakistani

( Chinese


( Other: Please write in:

Black or Black British

( Black Caribbean

( Black African
( Other: Please write in:

Mixed

( White & Black Caribbean 
( White & Black African

( White & Asian 

( Other: Please write in:

Other Ethnic Group

( Other: Please write in:
Do you consider yourself to be a disabled person?
( Yes

( No

Please note: If you have answered yes to this question, and you require any adjustments to be made in order for you participate fully in our recruitment process, please ensure you have indicated these in your application or on a additional sheet, so we can accommodate your needs.

Please tell us how you found out about this post:

Thank you for your co-operation in completing this form.







