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Brief for engage/enquire International Conference Coordinator

April – November 2010

engage wishes to commission a freelance Coordinator to implement the programme for the engage/enquire International Conference taking place in Nottingham, 3-5 November 2010, dealing with the timetable, logistics, accommodation, catering and transport for this important annual event. 

Background

engage is the lead professional association promoting understanding and enjoyment of the visual arts through advocacy, professional development, research and projects, including: enquire – supporting learning in galleries for young people; Watch This Space - professional development for teachers, artists and gallery educators; and Extend - a leadership programme for education and learning colleagues working in the arts. 

engage has a membership of around 1,100, including c.350 galleries, museums and arts centres across the UK and in 15 countries internationally. For more details visit www.engage.org. engage is core funded by Arts Council England, with project funders including Scottish Arts Council and Arts Council of Wales. 

The enquire programme is managed by engage in association with Arts Council England as part of the Strategic Commissioning Programme for Museum and Gallery Education, funded by the Department for Culture, Media and Sport, Department for Children, Schools and Families and Arts Council England.

The engage International Conference has become a major annual event that brings together c.220 gallery educators, artists, teachers, academics and curators from the UK and other countries. In 2010 engage and enquire will collaborate on a joint conference. The engage/enquire International Conference aims to stimulate debate about gallery education and issues affecting practice, to inform delegates about current cultural and educational policies and developments in the visual arts, to assist in raising the status of gallery education and to enable networking amongst engage members and other delegates. 

Conference 2010

The conference will take place in Nottingham from 3-5 November. The main auditorium sessions will be held the Broadway Media Centre, with sessions at other venues including Nottingham Castle and Nottingham Contemporary. There may also be opportunities to visit other key arts organisations in Nottingham and the East Midlands. The British Art Show 7 (23 October 2010 - 9 January 2011) will also be taking place in Nottingham and is curated this year by Lisa Le Feuvre and Tom Morton.

The proposed titles for the 2010 Conference are:

‘Gallery education in a changing world’, ‘Gallery education: looking to the future’ or

‘All our futures: gallery education in a changing world’. 

The twenty-first century is witnessing unparalleled and rapid change. The last five years have seen assumptions about the integrity and reliability of our governments and our institutions overturned. Digital technology is revolutionising the ways that we communicate, work, learn and spend our leisure time. In addition, 2010 heralds more immediate change in the UK, with a general election and the impact of shifts in the global economy, politics and the environment playing out at a national and local level.  

We are interested in exploring what artists, galleries and gallery education contribute to these agendas, whether the sector in the UK and internationally can predict the role of galleries in the future, and if it can develop flexible and responsive institutions that will be able to meet the challenges presented. 

engage/enquire are currently appointing a Programmer to develop the concept for, and programme, the conference. engage and enquire wish to appoint a Coordinator to implement this programme in liaison with the Programmer and engage staff.  Some initial research has been carried out on venues, including the booking of an auditorium space for the main sessions and venues for evening events.

Coordinator role

engage and enquire are now seeking a Coordinator who will work with engage and enquire colleagues to:

· use initial research into venues and logistics to advise the Programmer and engage/enquire about the practical implementation of the programme

· identify and book suitable accommodation for all aspects of the programme 

· organise catering

· organise transport to different venues as necessary 

· work with engage staff on the delegate pack e.g. venue information, maps

· work with the Programmer to a budget established by engage/enquire staff 

· work with the Programmer and engage staff on conference publicity
· liaise with engage staff who will take bookings for conference and process booking fees
· liaise with the Programmer to issue contracts to conference contributors

· liaise with venue staff about the logistics of the conference in particular the technical requirements of contributors

· support contributors with their technical requirements

· attend the conference, supporting contributors and staff during the conference

· with the Programmer, analyse feedback from participants’ evaluation and produce a brief evaluation report

Person specification

Essential

· Experience of coordinating conferences or large scale events

· Knowledge of gallery education and/or the visual arts or education

· Knowledge of visual arts and education venues in Nottingham

· Good verbal and written communication skills

· Ability to meet deadlines

· Ability to work on own initiative

· Ability to work as part of a small team across sites

· Ability to prioritise and work under pressure

· Creative problem-solver

Desirable

· Based within easy travelling distance of Nottingham

The Coordinator will work closely with the Programmer for the conference and with engage colleagues including the Director and enquire Programme Director. The fee for this work is £5,000 (inclusive of VAT), plus up to £500 expenses. The Coordinator will work from their own home/office.

To apply please send the following:

· A proposal (no more than one side A4) explaining how you will approach the brief

· A statement (no more than two sides A4) giving evidence of how your skills, knowledge and experience meet the person specification and equip you to undertake this work

· A current CV

· Details of two referees

Applications should be sent via email only to clare.charles@engage.org by 10am Monday 12 April 2010. Interviews will take place on Monday 19 April in London. Applicants short listed for interview will be contacted by 5pm on Wednesday 14 April.

Additional information

Conference planning/delivery timeframe

April

· Appoint Coordinator

April – mid May

· Conference budget agreed by engage/enquire colleagues

· Programmer and Coordinator agree break down of budget with engage/enquire colleagues

· Programmer develops conference programme

· Coordinator takes practical steps to implement conference programme e.g. books venues, accommodation and catering and researches transport for delegates between venues

· Initial publicity for conference with dates, venues and theme sent to engage members by email and posted on website by mid June

Mid May – July

· Programmer produces detailed conference programme to be agreed by engage colleagues, publicity updated and distributed by engage staff

· Programmer confirms speakers, facilitators, workshop leaders and chairs etc.

· Programmer briefs contributors

July– October

· engage staff book delegates into conference and update Coordinator

· Coordinator, in liaison with programmer, contacts contributors and arranges accommodation 

· Coordinator briefs engage staff on contributors’ travel arrangements; travel booked by engage staff 

· Coordinator liaises with venue staff re: practicalities, e.g. technical requirements of contributors

· Coordinator books transport for delegates (if appropriate) 

October 

· Coordinator continues to liaise with venue staff on the practicalities of the conference

· Coordinator finalises arrangements for accommodation and catering etc.

· Coordinator supports engage staff to divide delegates into break out sessions/workshops etc

· engage staff put together delegates packs with Coordinator, including a programme, delegate list, contributors’ details and an evaluation form 

· Roles for engage staff and volunteers at the conference agreed with Coordinator and Programmer

November

· Coordinator attends conference with Programmer

· Coordinator and Programmer support contributors

December

· Programmer, Coordinator and engage/enquire colleagues evaluate the conference.

To apply, please send the following:

· A proposal (no more than 1 side A4) explaining how you will approach the brief

· A letter (no more than 2 sides A4) outlining how your skills, knowledge and experience meet the person specification and equip you to undertake this work

· A current CV

· The details of two referees

