
   

 

 

Arts Officer role – 7.5 hrs per week – FT equivalent from £24,000 
 
Moretonhampstead Development Trust, is seeking an enthusiastic, creative and motivated arts officer to 
work mainly within Green Hill Arts, with the potential to expand into Wellmoor, the health and well-being 
strand of the Trust. New funded projects could mean additional hours maybe available and working on 
funding submissions and developing new projects with the Trust team forms part of this role. The role is 
initially for 12 months, this can be discussed further at interview.  
   
The Trust is a registered charity, established to cater to our community’s wants and needs, and drive 
change and the Trust team work hard to ensure Moretonhampstead is a flourishing, dynamic place to live 
and visit, where every person feels included and supported. For the past 25 years, MDT has been providing 
facilities and services for Moretonhampstead and its surroundings and supporting groups and 
organisations that are making a positive impact.   
 
Further information about the Trust can be found at: 
https://www.moretonhampstead.org.uk  
https://www.greenhillarts.co.uk 
https://www.wellmoor.org.uk 
  
Purpose of the post 
Working with the Green Hill curator to develop and manage the work of Green Hill Arts, so that it 
continues as an artistic success. Reporting to the Trust development manager and the relevant board 
member (to be appointed as current Arts trustee is stepping back from this role). 
  
Job Description 
This job description is a guide to the nature of the work. It is not wholly comprehensive or restrictive and 
may be reviewed as required; other responsibilities may be added depending on experience and need. 
 

• Overseeing the Programming of the gallery space with the curator (and with guidance from the Arts 

Group) and ensuring deadlines are met 

• Engaging with the Arts Group and sharing your own knowledge and raising aspiration and 

inspiration 

• Communication with artists (along with the curator), handling contracts/deliveries etc and working 

with curator on relations 

• Running the Friends, Patrons and Sponsors Scheme – developing and promoting this incentive – 

joining up with other local businesses and seeking out opportunities to promote and develop the 

gallery  

• Developing effective business relations and sponsorship links for exhibitions and related outreach 

 

https://www.moretonhampstead.org.uk/
https://www.greenhillarts.co.uk/
https://www.wellmoor.org.uk/


 

 

• Assisting/guiding office manager on shop/stock/new work for gallery shop and creating ‘pinterest’ 

of potential new lines / artists to support 

• Organising new workshops/courses/programme of events for Green Hill Arts 

• Promoting the art studios within the building 

 

• Produce marketing content for Green Hill exhibitions 

• Oversee the design and printing of exhibition posters and banners, private view invitations, and 

other materials 

• PR; writing press releases for each show with the curator and Arts Group, developing, and 

maintaining active media relations.   

 

• Working with the development manager on the marketing and communications strategy 

• Creating content for the website and ensuring uploaded and updated and managing the updating 

of social platforms  

 

• Developing Green Hill Arts ‘aspirations’ list with Arts Group 

• Working with trust development manager on potential funding submissions for projects formulated 

by the post-holder, curator and Arts Group.  

   

PERSON SPECIFICATION 
  

Essential Desirable 
  

Experience 
  

• Active interest in, and 
experience of working for an 
arts organisation.  

• Experience of marketing and 
communications (internal and 
external) 

• Experience of working with 
funders  

• Working within a voluntary 
sector organisation  

• Retail Sales  

• Training experience 
  

Knowledge & 
Understanding 
  

• Some knowledge and 
understanding of different 
models of running a gallery  

• Appreciation of the 
relationship between artist(s) 
and gallery  

• Appreciation of the role the 
arts can play in community.  

• Working to a budget 

• A knowledge of the South West 
Arts scene  

• Working for a small charity 
Retail sales  

• The processes of commissioning, 
curating and hanging an 
exhibition 

  

Skills & Qualifications 
  

• Excellent oral, written, 
telephone and interpersonal 
skills  

• Excellent organisational skills, 
including the ability to work to 
deadlines  

• Funding and bid writing 
experience  

• Social media experience  

• PR & marketing experience  
  



 

 

• Proficiency in using databases 
and confidence in using main IT 
applications (Outlook, Word, 
Excel, Photoshop)  

• Excellent literacy and 
numeracy skills  

• Design skills 

Personal Qualities & 
Attributes 
  

• The ability to manage own 
workload and to work as part 
of a team  

• A positive attitude and flexible 
approach  

• Ability to work proactively 
using initiative  

• Capacity and openness to 
learning new skills  

• Recognising ways to change or 
improve administrative 
processes  

  

• Driving licence  

• Sense of humour  

• Enthusiastic, motivated, flexible, 
and keen to fit in with the ethos 
of the Trust 

• Curiosity and a desire for life-
long learning 

 
Equal Opportunities 
We want the Trust to be representative of all sections of society and welcome applications 
from everyone. We are committed to achieving a truly inclusive environment for 
all, providing an atmosphere where everyone can take part, learn, work and engage free from prejudice, 
discrimination, harassment and violence. We would be grateful if you could please complete our Equal 
Opportunities form and submit with your application. 
  
To apply 
Please send a CV including two referees and a letter of application (maximum 1.5 sides) detailing: 
• Your suitability for the position given the responsibilities outlined above 
• Relevant experience given the person specification outlined above 
• Why you want to work at the Trust 
 
Please apply to rachel@moretonhampstead.com by 5pm on 15th March 2023. Invitations to interview will 
be sent out by 5pm on the 17th of March. Interviews are planned for 20th/21st March at the Trust office. 
The appointed postholder will preferably commence duties in April 2023.  
In order we can plan an overlap with an outgoing member of staff, please indicate your availability to come 
in for familiarization/ take up the post. 
  
Contact 
If you would like to have an informal conversation about the role, please contact Rachel 
rachel@moretonhampstead.com 
  
Letting you know 
We will contact all unsuccessful candidates to tell them they have not been short-listed for interview. 
  
References  
All appointments are made subject to satisfactory references and the right to work in the UK. 
  

mailto:rachel@moretonhampstead.com
mailto:rachel@moretonhampstead.com


 

 

Caring responsibilities or other personal circumstances that may impact role and availability 
We have a flexible internal culture that gives employees control over the way they 
work and supports wellbeing. We will be as flexible as we possibly can be in terms of supporting staff to 
balance their work and their personal lives. This role comes with an expectation that the hours will be split 
over 5 days so that the office administrator is in the office each working day. There will be the occasional 
evening Board meeting and AGM where you will be expected to attend and to take minutes.  
We are keen to have a conversation to find practical solutions to meet candidates’ own situations whilst 
meeting the needs of the organisation.  
  
Travel to work 
We encourage the use of sustainable modes of transport and aim to reduce reliance on the private car as 
the main form of transport, whilst recognising the challenges of a rural context. We actively encourage 
sustainable transport measures such as walking, cycling and car sharing.  
  
Background information on the Trust  
In 2012 MDT were asset transferred the old school building from Devon County Council. A public appeal 
raised £15K locally and crucially attracted further grants from the Dartmoor Sustainable Development 
Fund, from the national Community Builders scheme, from the Regional Development Programme for 
England, and from the Heritage Lottery Fund. The school was converted and Green Hill Arts, Youth and 
Heritage Centre, which includes Dartmoor leading art gallery and shop, the Yard youth centre and local 
heritage archives, was opened. The building, run by MDT, is an open access, public space. There is a gallery 
space for the exhibition program of national artists, a central circulation area is an exhibition space for 
local artists and historical displays, a Community Archive room run by the History Society, offices for small 
businesses, and studios to support local artists. Upstairs is the Parish Council office and chambers and a 
large public meeting space. Another wing of the MDT building houses Youth Club, with its own kitchen and 
games room. 
 

Wellmoor, the health and wellbeing arm of MDT, aims to empower whole community well-being by 
pioneering innovative projects to respond to the needs of local people. They offer support across 
communities in North-East Dartmoor, including Moretonhampstead, Chagford and Okehampton. Its 
activities include an online social and activity group and one to one help for improving online skills for 
residents. It has continued to steer the community allotment. 

 

Greenhill Arts, one of Devon's most prominent Art Galleries, Green Hill is attracting the attention of some 
of the most respected South West Artists. Names such as Peter Randall-Page, Susan Derges, and Peter 
Stiles have become synonymous with Green Hill over the last five years having exhibited in the Gallery's 
large attractive contemporary space, and supported Green Hill’s developing programme.  

 

The Trust see that community development is multi-layered, encompassing not just social, but also 
economic, cultural and environmental concerns, and that harnessing community energy is vital to creating 
success in all these areas. More and more, it is up to community businesses, social enterprises and 
voluntary organisations to deliver social change.  

  

https://www.wellmoor.org.uk/


 

 

Moretonhampstead Development Trust Equal opportunities form  
 

Here is our equal opportunities form, made with the help of the Government Equalities Office and the 
Equality and Human Rights Commission. Please submit with your application – this is confidential and will 
not sit with your application for interview.  

 

https://www.gov.uk/government/organisations/government-equalities-office
https://www.equalityhumanrights.com/en

	Moretonhampstead Development Trust Equal opportunities form

