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JOB POSTING 
 
Position Available: Manager, Visual Arts 
 
The Boston Center for the Arts seeks an experienced visual arts manager to join its Program 
Department. 

The Boston Center for the Arts is... 
 

¥ an historic arts complex that offers a dynamic and eclectic mix of theatre, dance, music, 

and visual arts throughout the year;  

¥ a vibrant urban gathering place that connects diverse people and new ideasÑ through 

the art of our times;  

¥ a creative home for artistsÑ with affordable, accessible, and diverse art spaces;  

¥ a welcoming and intimate environment that invites public participation and 

conversation, to bring audiences and artists  together; and 

¥ an arts connection and resource for urban youth and neighborhoods; with family-free 

admissions and discounts and age-appropriate activities to complement performances and 

exhibitions.  

The BCA seeks a highly skilled and motivated individual willing to work as part of an integrated 
team to advance the BCAÕs mission with respect to the visual arts programming in the Mills 
Gallery.  The mission of the Mills gallery is to show work selected from the diverse cultural and 
aesthetic traditions of contemporary Boston to include: a full range of multi media that will 
reflect cultural diversity, innovation and excellence,  express fresh ideas and under-recognized 
voices;  advance community connections; break down social barriers; stimulate personal 
reflections and challenge audiences. 
 
 
Position Type: Full time  
 
Reports to: Director of Arts and Community Programs 
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Responsibilities include:  
 

Collaboration with Program Director and Program Advisory Board to select guest 
curators and artists to create an annual exhibitions schedule for the gallery characterized 
by innovation, excellence and diversity.  

 
¥ Plan and coordinate Gallery activities including talks and discussions, hands on 

demonstrations and a gallery Performance Series in support of all exhibitions. 
 

¥ Coordinate and supervise Summer Artist Residency for Community Youth. 
 

¥ Participate to select and support visual arts residencies in the Cyclorama. 
 

¥ Curate up to one show per year in main gallery, project space and/or media space.  
 
             Supervision of all Gallery Activities  
 

¥ Screening of artist submissions and coordination of slide/digital presentation for 
Juried competitions. 

 
¥ Management of contracts with artists and registration of works on loan for 

exhibitions. 
 

¥ Oversee scheduling, transportation and installation of exhibitions. 
 

¥ Oversee maintenance of Artist and Exhibition files as needed. 
 
 Supervision of support staff 
 

¥ Supervise full time equivalent Gallery Manager, interns, and volunteers  
 

¥ Maintain open gallery hours. 
 

Coordination with BCA departments to advance needs or the gallery 
 

¥ With guest curator(s) and communications department, to prepare exhibition 
labels, wall text and other descriptive material suitable for lay audiences.  

 
¥ With Communications Department, to create publication of gallery 

announcement cards and other publications as needed. 
 

¥ With Development Department, to support annual appeal activities, fundraising 
events and cultivation activities.  

 
¥ With Program Director and COO to prepare and manage annual budget. 

 
¥ With facilities to implement procedures for overall gallery maintenance.  
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Maintain professional liaison to cultural community 
 

¥ Provide professional liaison to artists in BCA studio program   
 

¥ Stay abreast of contemporary and emerging artists through outreach to NY, 
Boston & Providence etc.  

 
¥ Regularly brief all BCA staff on visual arts program. 

 
Qualifications: Masters Degree or equivalent experience in fine arts gallery or museum setting 
with emphasis on exhibitions management and educational programming. A successful candidate 
will possess creativity, flexibility and commitment to an innovative exhibition and programmatic 
model. They must have experience working with diverse cultural communities and aesthetic 
viewpoints within educational settings designed to provide interpretive experiences for the new or 
untraditional audiences. Applicant must be organized, professional, detail oriented, flexible, able 
to integrate divergent perspectives and communicate effectively with diverse constituents, and 
demonstrate:     
 

¥ Ability to work both independently and as an engaged team member 
¥ Experience managing projects involving multiple organizations and/or individuals 
¥ Understanding of means of creating social value with artistic resources 
¥ Excellent interpersonal skills, including the ability to conduct all communications in an 

articulate, cordial and professional manner with a positive attitude within the office and 
with artists, curators, community constituents and staff members.  

¥ Familiarity with the Boston visual arts community 
¥ Experience and/or demonstrated commitment to community service and  outreach 

activities in an urban environment 
¥ Willingness to work some nights/weekends as special circumstances require. 
¥ Excellent computer skills including experience with Microsoft Office suite and Mac OS.  

 

Salary: Mid to upper $30Õs + benefit package, commensurate with experience. 

Start date: August 13, 2007 
 
The Boston Center for the Arts is an equal opportunity employer and is committed to 
maintaining diversity in the workplace with a staff which represents the traditions and 
voices of contemporary Boston.  People of color are strongly encouraged to apply. 

How to Apply: 

If you are interested in applying for this position, please send a resume and cover letter detailing 
the reasons for your interest and your specific qualifications to: 

Boston Center for the Arts 

Attn: Manager, Visual Arts Search 

539 Tremont Street 

Boston, MA  02116 

Or jobs@bcaonline.org 
 
No phone calls or faxes please. 

Position will be filled as soon as qualified candidate is selected.   

Please submit resume and cover letter no later than Friday June 8, 2007. 
 
For more information about the Boston Center for the Arts, please visit us online at 
www.bcaonline.org. 


