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The Bray, Events and Exhibitions Assistant Manager  
Reports to: Events and Exhibitions Manager  Start Date: March 6th, 2024 
Department: Events and Exhibitions   Last Updated: February 12, 2024 
Supervision: Gallery Assistant and sales staff,  

         occasionally volunteers, interns, project assistants and resident artists 
Employment Status: Full-Time (40 hours) / Hourly, $18.00 an hour 
Location and Office: The Bray Gallery and Visitors Center office 
 
POSITION SUMMARY 

The Events and Exhibitions Assistant Manager (EEAM) provides specialized oversight for all Bray gallery 
operations that focus on, but not limited to, sales, customer service, inventory management of 
artworks, commission checks, galleries and retail spaces, exhibitions, the Visitors Center, and supports 
the Events and Exhibitions Manager as needed with receptions and sales.  
 
EEAM is the lead staff member for The Bray Gallery and Visitors Center, in direct contact with 
represented artists and collectors, marketing and media related to Bray galleries and artists, and helps 
support coordinators with inventory records for items represented in all Bray galleries. This position at 
times provides support for resident artist exhibitions, auctions, the Annual Pots and Plants Market and 
Holiday Show, as well as education and engagement workshop registration. 
 
Additionally, the EEAM must be able to work independently as well as collaboratively with colleagues 
and organizational partners. Must also have the ability to interact easily with people, enjoy the 
challenge of educating people about ceramics, thrive in a fast-paced retail sales environment, and easily 
relate to all walks of life. The Events and Exhibitions team requires service-oriented staff who are 
outgoing and able to convey information to visitors, students, and gallery artists in a friendly, courteous, 
tactful, and accurate manner. 
 
This is a full-time (40-hour), hourly, non-exempt, year-round, benefits-eligible position that reports to 
The Bray Events and Experiences Manager and works closely with Gallery Coordinators. May work from  
time to time with a contracted photographer and graphic designer. 
 
Participates as requested in all internal administrative responsibilities including budget development 
and oversight, training sessions, staff meetings, and other meetings upon request. Performs additional 
duties as required. 
 
ROLES & RESPONSIBILITIES: 

General 
● Manage year-end inventory and reconciliation with Event and Exhibitions staff 
● Works with the Events and Exhibitions Manager to make recommendations related to 

the long-term sustainability of gallery program 
● Can run sales in all Bray galleries and assist customers with online sales utilizing 

inventory software, computer, and credit card systems to facilitate sales.  
● Occasionally will serve as a Visitor Liaison 
● Occasionally supervise scheduled volunteers, paid staff, and resident artists working in 

galleries 
● Other duties as assigned 
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The Bray, Events and Exhibitions Assistant Manager  
SPECIFIC ROLES & RESPONSIBILITIES 

Customer Service 
● Contributes to a welcoming and generous space for visitors, students, instructors, 

staff, and the community, and establishes great online shopping experience. 
● Has a primary role in all aspects of customer service and cultivation including working 

directly with and nurturing relationships with customers and collectors. 
● Serve as the primary customer service email and phone contact for Lightspeed and 

other gallery used programs and software. 
● Assists Manager in developing new customer relationships as well as sustaining long-

term customer service. 
Sales 

● Responsible for the operations of opening and closing procedures, cash drawer policies, 
EOD sales reports. This includes drawer lock up, daily till, and deposits as directed. 

● Sales transactions; works with customers making purchases, placing orders, inquiries 
about Bray affiliated artists, as well as registration for Education and Engagement. 

● Will work closely with the Communications department on developing and maintaining 
all general gallery webpages and gallery online presence by providing content, 
tracking/updating customer service pages, and general gallery information. 

● Manages online gallery sales and ecommerce management. 
● Works with the Manager and communications department on establishing a model for 

gallery marketing and sales through emails and social media.  
Budget and Record Supervision 

● Assists the Manager with: 
○ Developing the annual Events and Exhibitions budget following budgeting 

procedures and guidelines 
○ Tracks gallery revenue and expenses against approved fiscal budget and 

maintains budget spreadsheets 
○ Generating gallery reports as needed, including biannual board reports, grant 

information, and general gallery sales and information statistics. 
○ Developing and maintaining efficient accounting practices and gallery record 

keeping, including passwords and vendor account information. 
Purchasing 

● Follows established procedures for requesting purchase authorizations, placing orders 
for materials, supplies, and equipment, and for submitting packing slips, invoices, and 
bills in a timely manner. 

● Facilitates all internal gallery purchasing requests, ensuring that all orders are placed, 
received, and accounted for properly. 

● Maintains invoices and purchase orders related to gallery operations. (UPS, FedEx, 
publication materials, mailings) 

Artist Communications and Liaison 
● Assists the Events and Exhibitions Manager in building and maintaining Bray artist 

relationships as well as sustain long-term artist representation, with objectives to 
actively represent diverse artists and artworks 

● Supports coordinators as needed with  
○ Artists, dealers, and collectors regarding contracts, agreements, condition 

reports, insurance filings and records 
○ Communicating deadlines with check ins well in advance to artists  
○ Gallery artist communications in regards to inventory, sales, and information  

● Prepare monthly sales reports and artist commissions 
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The Bray, Events and Exhibitions Assistant Manager  
SPECIFIC ROLES & RESPONSIBILITIES 

Inventory and Retail Management 
● Supports gallery coordinators with the following: artwork inventory for both online and 

in galleries, as well as following up with artist requests, documenting incoming and 
outgoing inventory, and working with coordinators to keep accurate records.  

● May work with a photographer on photography, editing, and image representation 
held at high standards. Will research other practices for elevated representation online 
and in person. 

● Support the Development and Events Coordinator as needed on receiving and 
inventorying auction work. 

Bray Merchandise 
● Responsible for merchandise stock and ordering Bray Merchandise. Design work is 

discussed with Manager, merchandise committee and graphic designer. 
Auction, Exhibit and Event Support 

● Supports coordinators with the following: 
○ The Bray’s Pots and Plants Market (May) and Holiday Show (Nov) 
○ Event executions pertaining to exhibit receptions, art walks, auction events, etc. 
○ Managing artists to comply with multiple event deadlines 

● Works with the Manager to develop new artist relationships as well as sustain long-term 
artist representation, with particular objectives to actively build a diverse and inclusive 
artist roster. 

Packing and Shipping Support 
● Supports department staff in maintaining inventory of shipping and packing supplies, 

shipping records, billing, and trains gallery staff in packaging/shipping as needed.  
● Supports gallery coordinators as well as the Development and Events Coordinator in 

shipping of artworks from galleries, exhibitions and auctions.  
Lightspeed / Salesforce / Givergy 

● Uses lightspeed fully to create member and customer profiles and to grab contact 
information. This data will be used for reports, development use, and purchasing 
practices and trends for marketing. 

● Fully using Lightspeed tools for inventory entry to document buying trends.  
● General understanding of Salesforce to input information as needed, and establish 

reports for information captured in the gallery related to  development and 
administrative needs 

● Will provide support with Givergy operations for auction and special event activity. 
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The Bray, Events and Exhibitions Assistant Manager 
 
SCHEDULE 
Full-Time (40 hours) 
 

● Monday through Friday, 9:30 am - 5:30 pm 
● May have to work on weekends or weeknights depending on staffing or event and exhibition 

schedules. Will plan accordingly to fit with a 40 hour work week or pay period. 
● May need to fill in at Bray Gallery: Downtown occasionally. 

 
REQUIRED QUALIFICATIONS 

● Strong work ethic, punctuality and reliable attendance 
● B.A. or B.F.A., or expanded knowledge of the visual arts and ceramics 
● At least 2 years of relevant professional gallery experience, and working knowledge of gallery 

and exhibition operations required 
● Skillful use of hand and small power tools 
● Ability to climb a ladder and stairs 
● At least 2-3 years of sales and retail experience and customer service. POS experience required 
● Management and business experience (i.e. budgeting, financial reconciliation of business 

transactions), with strong administrative skills. 
● Excellent written and oral communication skills 
● Proficiency with PC and Mac-based programs i.e. Word, Excel, Adobe suite preferred 

(Photoshop, InDesign) 
● Prior experience with online sales and point of sales platforms preferred (ShopKeep, 

BigCommerce) and database (Salesforce) 
● Ability to work with small and large format exhibition spaces with work ranging from functional 

art to conceptual sculpture 
● Strong interpersonal and customer service skills, and the ability to build and cultivate 

relationships 
● Genuine Interest in and knowledge of ceramic materials, their uses, and descriptions 
● Genuine interest in Bray history, artists and affiliates  
● Strong communication and organizational skills; tactful and polite in dealing with the public 
● Proven experience in: being detail-oriented, self-motivated, able to set priorities and meet 

deadlines within budgeted time frames, organize and facilitate multiple projects at once, able to 
manage a varied workload; ability to work independently, proactively, and also collaboratively. 

● Must be able to lift and move up to 50 lbs. (artwork, pedestals, other), climb stairs and ladders 
● Reliable transportation, valid and active Drivers License  

 
PREFERRED QUALIFICATIONS 

● Proficiency in Microsoft Excel (creating functions and formulas, pivot tables, and making 
conditional formatting rules) 

● Professional experience in photographing and editing artwork 
● Intermediate knowledge of Adobe Photoshop 
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Compensation and Benefits 

● $18.00/hour 
● Insurance and retirement benefits according to Employee Manual 
● Paid Time Off according to Employee Manual 
● Other benefits as described by Bray policies 

Note to candidates: Studies have shown that women, nonbinary individuals, and people of color 
are less likely to apply for jobs unless they believe they meet every single one of the 
qualifications as described in a job description. The Bray is committed to building a diverse and 
inclusive organization and we are most interested in finding the best candidate for the job. We 
strongly encourage you to apply if you believe you can do or learn these skills. 

To Apply 

Please submit a Cover Letter, Resume, and References via email to Jason Burnett at 
jasonburnett@archiebray.org. No phone calls, please. Position open until filled. 

 


