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new art exchange





NAE VIP

APPLICATION PACK
NAE VIP WELCOME!

Dear Volunteer

As a volunteer at The New Art Exchange you will operate at the core of our Front of House Team. The scheme is very flexible and all that we ask is that you can commit to 3-4 shifts per month (approx 10-12 hours)
 

In return for your help we offer excellent training and development opportunities and the chance to see some great exhibitions and performances.  The NAE VIP is fast one of the newest volunteer programmes in Nottingham. All you have to do is complete the form enclosed and return it to us. We will then contact you via email. 

If you have any questions you can contact us at:

volunteer@thenewartexchange.org.uk
We look forward to hearing from you soon.

Regards

Pamela Ramsay and Anita Kumari
Front of House/Duty Managers
For your information, please keep.
Volunteer at the New Art Exchange

 

Title: 


                Volunteer
Responsible to:

    Front of House/Duty Manager
Hours (suggested minimum): 3-4 shifts per month (approx 10-12 hours)
 

Role Purpose:

To fulfil the central needs of The New Art Exchanges’ public as part of our Front of House Team. You will provide an usher/invigilator and floor monitor service for The New Art Exchanges’ two Galleries and Performance Studio Space. Other general Front of House duties may be called upon from time to time, moving and lifting etc. 
Main Duties and Responsibilities:
· To attend exhibition briefings or read appropriate material given to gain a good knowledge of upcoming exhibitions.

· Be able to retain and impart information relating to other events in other areas of the building i.e. the performance studio and learning room.

· To direct members of the public to galleries and to their seats during performances.  

· To assist disabled patrons to exhibitions and their seats during performances. 

· To assist the House Management team and FOH staff in an evacuation 
· To person our cloakroom during events and performances, if and when necessary.
· To be an integral part of the buildings’ Health and Safety policy implementation

· To supervise the audience during any performances
· To give feedback to the Front of House/Duty Management team to improve the administration and running of the scheme

· To maintain good working relationships with all persons associated with The New Art Exchange and its operations, demonstrating at all times a high standard of professionalism

· To represent the New Art Exchange within and without the building in an informed and articulate manner

· To promote and comply with The New Art Exchange’s policies on equal opportunities, dress code and health and safety, both in the delivery of services and in the treatment of others.

For your information, please keep.
Person Specification

A NAE VIP will demonstrate:

ESSENTIAL

· A polite and friendly nature 

· Communication and inter-personal skills 

· The ability to use their own initiative 

· A flexible and adaptable approach to fulfilling the duties of the role

· A courteous, friendly, professional and helpful manner when dealing with members of the public

· Reliability and punctuality

· A positive attitude and the ability to contribute well as part of a team.

 

 

DESIRABLE

· Experience of working within a volunteer scheme 
· An interest in The Arts 
· The ability to think creatively 
· Enthusiasm for proactive customer relationship building
· Experience of working in a customer service environment

· Experience of cash handling. 

For your information, please keep.
THE ART EXCHANGE

APPLICATION FORM – PRIVATE & CONFIDENTIAL

APPLICATION FOR:  Volunteer Involvement Programme (V.I.P)

Please type or write clearly in black ink/biro.

Applicant’s Details

Title


         ………………………………………
Surname (block letters)



Forename(s)





Address







 Post Code 



Telephone
(Daytime) 



(Evening) 


Email Address



Date of Birth




Current or Most Recent Job (paid or unpaid)
Position Held


Employer’s Name and Address

Main duties and responsibilities:

Previous Work or voluntary Experience

Please provide us with a brief outline of previous Voluntary or Work activities. 

(Continue on a separate sheet(s) if necessary).

CV

If you wish to you may also attach your CV to this application form.

GENERAL INFORMATION

Where did you hear about the scheme?

……………………………………………………………………………………………………………

Have you ever been a volunteer before (Please give details)? 

…………………………………………….………………………………………………………...…….………………………………………………………………………………………………

Do you know any of the volunteers on the scheme?  If yes who?
………………………………………………………………………………………………………

Why would you like to become a volunteer at The New Art Exchange? ………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Do you have any previous sales or cash handling experience?

………………………………………………………………………………………………………

If so, please give details 

…………………………………………….……………………………………………………………………….…….………………………………………………………………………………

What do you consider to be the main aspects of Customer Service? 

………………………………………………………………………………………………………

………………………………………………………………………………………………………

………………………………………………………………………………………………………
REFERENCES

Please give the names and addresses of two referees.  The referees can be a past or present employer or someone who has known you for more than three years.   

First Referee 

Name 


Position  


Address


Telephone 


Second Referee 

Name 


Position  


Address


Telephone 


NEXT OF KIN
Please give the name of an emergency contact, their name, address and telephone number.

………………………………………………………………………………………………………………………………………………………………………………………………

CRIMINAL CONVICTIONS

Please give details of any criminal convictions you have had, excluding any considered “spent” under The Rehabilitation of Offenders Act 1974 (minor motoring offences should be disregarded).

Please note that having a criminal record will not necessarily bar you from volunteering with us.  This will depend upon the circumstances and background of your offences.

DISABILITIES
Are you registered disabled? Yes   (     No   (   (if yes please give details) 


DATA PROTECTION ACT

The company holds personal information for ordinary business purposes about job applicants, volunteers and employees for the purpose of appointments etc. This information is held either in personnel files or on the company’s computer.  The Finance Department and Human Resources Department have access to the data for the purpose of management and administration.
You agree by signing this application form, that we may store and process personal information about you for staff administration purposes and any other ordinary business purposes.    

Personal data relating to unsuccessful applicants will be kept for a period of four months so that we may, if appropriate, advise you of future vacancies following which such data will be destroyed/erased.
Declaration

I confirm that the information I have given on this form is correct and I understand that misleading statements may be sufficient grounds for not offering me the role of volunteer.

Signed ………………………………………….. Date 


Return of Application 

This form to be returned to: Front of House/Duty Manager, The New Art Exchange, 39-41 Gregory Boulevard, Nottingham, NG7 6BE
FOR OFFICIAL USE ONLY

NAME:………………………………………..……. 
DATE RECEIVED………………………………….

ACKNOWLEDGEMENT LETTER & REF REQ SENT ON …………………… BY …………………

INTERVIEW LETTER SENT ON …………………………………. BY………………………………….

INTERVIEW DATE…………………………. ACCEPTED?…………….. DECLINED?……………….

OTHER NOTES
-----------------------------------------------------------------------------------------------------------------
Equal Opportunities Form
We would be grateful if you could provide us with the following information – we value your contribution, which will ensure our statistics are accurate and representative of people who are seeking involvement with the New Art Exchange.  

This form will be separated from your application form and treated in the strictest confidence.  It is helpful if you complete all sections of the form.

Notes on completing this form:

Ethnic Origin:

The ethnic origin categories the same as those used in the population census in 2001.  They are recommended by the Commission for Racial Equality and are the basis for reporting statutory performance indicators.

Disability:

The definition of disability under the Disability Discrimination Act 1995 is “a physical or mental impairment which has a substantial and long-term adverse effect on their ability to carry out normal day-to-day activities”.

1) Details

	Name:
	


	Post:
	

	 Title:
	

	Department:
	


2)  My sex is (please tick appropriate box):
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Male


Female




3) Ethnic Origin

	I would describe my  ethnic origin as:
	Please tick one box
	Ref.

	White
	British
	
	WB

	
	Irish
	
	WI

	
	Any other white background *
	
	WO

	Mixed
	White and Black Caribbean
	
	MC

	
	White and Black African
	
	MB

	
	White and Asian
	
	MA

	
	Any other mixed background *
	
	MO

	Asian or Asian British
	Indian
	
	I

	
	Pakistani
	
	P

	
	Bangladeshi
	
	B

	
	Any other Asian background *
	
	AO

	Black or Black British
	Caribbean
	
	BC

	
	African
	
	BA

	
	Any other  Black background *
	
	BO

	Chinese 
	Chinese
	
	C

	*Other ethnic group (OE)
	Please state:
	


4)  Is there anyone who relies on you for day-to-day care 
and attention? (please delete as appropriate)


YES/NO






Age

If YES, are they:
a) Children
0 – 4
(please tick box/boxes)







5 – 11




 






12 – 16







b) Other family member or partner (please tick)


5) Do you consider yourself to have a disability?


YES/NO
(please delete as appropriate)

6) My age is: (please tick appropriate box)
16 –19





40 – 49




20 – 29





50 – 59



30 – 39





60 – 64


	PREFERENCES 


Times and days 

Please tick all relevant boxes for the times and days you are available for work. 

	
	10.00 – 12.30
	12.30 – 3.00
	3.00 – 5.00
	5.00 – 7.00 +

	Monday 
	
	
	
	

	Tuesday 
	
	
	
	

	Wednesday 
	
	
	
	

	Thursday 
	
	
	
	

	Friday 
	
	
	
	

	Saturday
	
	
	
	

	Sunday
	
	
	
	


Interests 

	


Hobbies / Activities 

	


Any other information 
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