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The Art Museum for Everyone

The London Jewish Museum of Art, Bridging Communities since 1915




OLYMPIC JUGGLER WHOSE MIDDLE NAME IS ‘EFFICIENCY’ TO CONTROL THE BUSINESS AND SUPPORT OUR TEAM OF MUSEUM PROFESSIONALS
Ben Uri, The Art Museum for Everyone
Planning the move to Central London by our centenary in 2015

and have fun doing it.
Administration, Finance and Operations Liaison Manager
Exciting Full time Senior Management appointment: Tightly administer and support a demanding environment and have fun doing it! 
You are ready to repeat previous success in controlling the administration and enhancing day to day affairs generated by a dozen and more colleagues working across in this case the many diverse areas of this growing ambitious museum.
· Contribute to all functions as an important member of the Museum management team 
· Systemise to maximise efficiency in all external contacts by letter, email and phone
· Through sophisticated but accessible IT systems develop and control administration across all the museum departments and the growing team contributing around you
· Have at least working knowledge of Sage Bookkeeping and management accounts
· Experience in handling accounts, payments, negotiations with suppliers.

· Develop our Operating Manual into a comprehensive accessible operating aide

Be ready to learn Museum disciplines and operating procedures

· Be responsible for the efficient management and staffing of the museum’s gallery
co-ordinating all its activities and supporting the professional team
· Co-ordinating the HR function re days of work, wages, holidays etc

· Manage and develop further our Intern programme
· Be the front face of the Charity and Museum in the Gallery to public, patrons, friends, stakeholders at large and commercial and programming partners
· Have high IT knowledge and skills to aid efficiency across diverse areas of operation 

· Have good knowledge of Web planning, input and social media
· Relish and excel in challenging organisational cultures.

· Have excellent interpersonal, written and presentational skills 

· Understand the needs of a charity to make every £ spent stretch and count

· Lead a tight team and work in partnership with the Chief Executive and the senior team to research, plan and implement a robust ongoing strategic and operating plan to reflect and sustain expansion in all the museum’s key activities.
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YOU: Ambitious, Intuitive, Hard Working, Optimistic, Fun
· You are ready to join a small select team of achievers who have built a new brand and set of successful products and taken the museum from nowhere to a National and International presence in ten years and now are planning the final building blocks to self sufficiency in a new building in the heart of Central London. 

· Your vision, enthusiasm, determination, patience, humour and creative planning will be your greatest assets when under self-generated pressure to keep cool and deliver.
You will add to the ‘can do ~ will do ~ have fun doing it’ culture that drives Ben Uri 
The Museum:

· Founded in 1915, Ben Uri is steeped in immigrant, Jewish, British and European 20th century and contemporary art history ~ and is a fully registered Charity and Museum.

· Ben Uri is uniquely positioned in the centre of this country’s mainstream cultural sector and treasures its rich heritage in the Jewish community

· Ben Uri has no specific religious or political stance

· Ben Uri conscientiously develops its programmes based on a Local, National and International presence and impact.

Google or Youtube … Ben Uri Gallery … and or see our current but soon to be replaced website at www.benuri.org.uk to understand our past, present and future.
Salary: £24,000 - £28,000 depending on experience + a discretionary bonus of up to 15% of salary 
To Apply:

Please send a detailed CV and a hand written letter outlining your relevant experiences  and why this specific opportunity perfectly fits your career progression by email to David Glasser at davidg@benuri.org.uk
Interviews will be held either at our new offices at Barbican House, 26-34 Old Street, London EC1 or at the Gallery and Museum at 108a Boundary Road, off Abbey Road, St John’s Wood which will be your principal place of work.
Ben Uri was founded by émigré artists in 1915 to circumvent prejudice in the visual arts. The institution is above all committed to equal opportunities in all its activities. Recruitment is determined solely on merit. Qualified applicants are welcomed from all sections of the community, including those from minority ethnic groups and those with disabilities.

