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PURPOSE OF YOUR ROLE
Endeavour Foundation Work services provide people with disability employment opportunities to help them achieve personal employment goals aligned with their NDIS plan, skills and aspirations, whilst also achieving commercial outcomes. 
The purpose of this role is to oversee and manage the operations of the QArt Gallery, whilst providing person centred, tailored supports to people with disability that want to achieve their artistic goals in a supported studio environment. This role collaborates with the artists working in the studio, to market and sell their art to retail and online customers from the corporate sector and the public whilst ensuring the QArt Gallery is a sustainable business with opportunity for growth.
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KEY SUCCESS AREAS 
	SAFETY

	· Model safety leadership by instilling a positive safety culture and commitment to person centred active supports.
· Drive integration and adherence to the Quality and Safeguarding Framework and other relevant legislation, policies and procedures.
· Analyse safety trends leading corrective action implementation in collaboration with subject matter experts.
· Monitor the environment ensuring it is free from preventable harm, promoting human rights and practice excellence.
· Lead the identification and reporting of potential hazards, and work-related incidents, injuries and/or illness.
· Model a commitment to Endeavour Foundations ‘Recover @ Work’ programs and actively support the return to work of team members consistent with the desired employee experience
· Participate in exhibition installation and de-installation and ensure OH&S standards are upheld.

	CUSTOMER CONNECTION


	· Champion Human Rights for people with disability, ensuring the right to live free abuse, neglect and exploitation, and upholding the right of choice and control. 
· Work collaboratively with families, carers, support coordinators and professional support providers including advocates to accurately capture the employee’s required supports. 
· Facilitate employment outcomes for employees within a positive behaviour support framework and in alignment with their identified goals. 
· Positively promote Endeavour Foundation in the community to increase community awareness, support and engagement with Endeavour Foundation's disability employment goals. 
· Collaborate with Peers and Leadership to deliver the best outcomes for our employees through high quality interactions that are evidence based.

	OUR PEOPLE

	· Seek and give constructive and appropriate feedback to colleagues and the team to set them and you, up for success. 
· Communicate effectively with your manager in order to solve problems, review procedures and complete quality improvement forms to ensure improvements in service delivery and customer needs are identified and implemented.
· Participate in team building activities, including actively participating in the Performance Partnerships program to ensure individual and team key performance indicators are achieved, and Endeavour Foundation’s values and behaviours are consistently demonstrated.
· Take a proactive approach to on-the-job training to ensure knowledge and skills are industry standard.
· Promote and enhance the reputation of Endeavour Foundation by providing efficient customer service to retail and online customers to ensure high levels of customer satisfaction are achieved

	OPERATIONAL EXCELLENCE

	· Comply with the organisation’s Quality Management Systems policies and procedures, to ensure consistency in meeting the expectations of your role.
· Comply with the continuous improvement process, completing quality improvement forms and ensuring the continuous improvement process is communicated, promoted and adhered to. 
· Compile and deliver information to the Site Manager and ensure reports are accurate and the information is relevant to assist with day to day operations and progress to date.
· Accurately document all activities and maintain accounting information to ensure an accurate audit trail of transactions 
· Handle cash in line with approved cash handling procedures to ensure best practices are employed at all times
· Maintain an accurate filling system for accounts records to ensure information can be accessed in an appropriate and timely manner
· Assist in the collection of information for all internal and external reporting ensuring all obligations are met and audit requirements completed.
· Collaborate with the site manager, to review procedures and processes ensuring efficiency and continual improvement 
·  Plan and deliver annual exhibition activities in conjunction Site Manager, studio and Marketing. 
· Managing Gallery inventory and standards of presentation of the gallery 
· Managing all aspects of the Online store including content, adding new products, creating new collections and pages, responding to contact form enquiries, and fulfilling online orders.
· Create content for social media platform’s and the Gallery’s website to drive customer engagement
· Invoice management for gallery clients and all suppliers.
· Photograph and documentation of all artworks and products for QArt for marketing purposes.


	FINANCIAL SUSTAINABILITY
	· Support the improvement of operational performance and outcomes of the QArt Gallery
· Assist in financial performance across the gallery, by managing operating expenditure in line with budget and strategic aspirations. 
· Provide input to the development of annual budgets, review and report.
· Provide input to annual operational plans, and monitor KPI performance requirements
· Assist with budgeting in collaboration with reporting line manager. 
· Contribute to the ongoing growth in the gallery, by identifying growth opportunities



WHAT YOU NEED TO SUCCEED
	CAPABILITIES
	· Demonstrated well developed verbal communication skills and ability to establish and maintain strong relationships, to deal with issues sensitively.  
· Demonstrated problem solving skills, to successfully identify problems, develop solutions and implement these using a logical and systematic approach.
· Ability to engage in sales conversations and clearly and persuasively describe products and services to customers to encourage sales transactions.
· Demonstrated ability to be flexible and proactive with a sense of urgency to adapt to a changing environment.
· Knowledge of, or ability to obtain an understanding of National Standards Disability Services, NDIS and Quality and Safeguarding Framework.
· Demonstrated ability to operate within a person centred framework and applying the principles of social justice.


	SKILLS &QUALIFICATIONS

	· Relevant Tertiary qualifications (Fine Arts, Curatorial, Marketing or similar) and/or industry experience (desirable).
· Demonstrated marketing, operational and financial management experience.
· Proficient in digital software including Microsoft Office, Shopify, Adobe Creative Suite preferred 
· Committed to undertaking the relevant Security Check(s) and be issued with and hold a Positive Notice Card during employment with Endeavour
· Possession of a current driver’s licence 

	EXPERIENCE 
	· Preferred previous experience managing the operations of an Art Gallery, including curating exhibitions. 
· Previous experience with online marketing and sales of products
· Experience or strong interest in constructing social media content
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