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Development Assistant (Internship)

SALARY:
Expenses paid
HOURS:
14 hours per week (flexible)
CONTRACT:
Temporary (3 months)
LOCATION: 

Camden, London 
LINE MANAGER:
Development Manager
Our Mission is to surprise, delight and engage all people, irrespective of background or faith, in the history, identity and culture of Jews in Britain by inspiring discovery, provoking questions and encouraging understanding. 
Our Vision is of a world where cultural diversity and the contribution of minority communities are explored, valued and celebrated, for the enrichment of society as a whole. 
Background to the Post
Central to the Jewish Museum is its wide range of stimulating exhibitions, which, more recently, have included hugely successful retrospectives on the artists Roman Vishniac, Rene Goscinny, and Abram Games, and exhibitions about design, football and men’s fashion. Our Amy Winehouse exhibition is currently breaking box office records on its international tour. The museum's award-winning education programme reaches nearly twenty thousand school children each year, helping to foster an understanding of Jewish culture and history they otherwise wouldn’t have.
The Development Team sits at the core of the museum and, via close and positive working relationships with all museum departments, enables the delivery of ambitious exhibitions, public programme and the award-winning learning programme. 

Securing income from a wide-range of sources, including individuals, foundations, corporates and statutory funding, and delivering an exciting variety of events, an internship with the Development Team provides a challenging yet stimulating environment in which to gain a comprehensive insight into the museum world.  
Ambitious individuals are invited to apply for the position of Development Assistant (Intern) on a temporary basis, for a period of three months. The post is 3-days, or 21 hours, per week and a flexible approach to working is welcomed. 

1. Duties and Responsibilities
· Contributing to the museum’s Friends and Patrons’ schemes through writing for the Friends’ Newsletter and marketing materials, playing a key role in developing and delivering events, and supporting with a range of administrative duties
· Engaging with volunteers and supporting the Visitor Experience function in sharing the benefits of museum membership with all visitors
· Contributing to development of the corporate income stream through the creation of materials that effectively communicate the museum’s programmes of activity and impact achieved
· Effectively using the museum’s database (Raiser’s Edge) to keep all donor and stakeholder records up-to-date, and making best use of data for larger scale communications
· Provide support to Development events – including development, delivery and administration

· Support the Development Team via other administrative or support duties as required

2. Person specification

· A graduate with an art, heritage or other related background and an interest in the arts or museums sector

· An ambitious individual looking to benefit from a 3-month placement within a London museum.

3. Benefits


· Intensive involvement in the day-to-day workings of a London museum
· Access to a range of museums and galleries via reciprocal agreement

· Opportunity to contribute across all museum departments, including researching and delivering an ‘object talk’ on an item from the museum’s collection.
To apply, please send your current CV and a covering letter, explaining your interest in the post and relevant experience and qualifications, together with details of two referees, and information regarding your availability.

Please also indicate if there are any restrictions on you taking up employment in the UK and, if so, provide details.

The Equal Opportunities Monitoring Form should be completed and included with your application.
Please send your application to:

Museum Administrator
Jewish Museum London

Raymond Burton House

129-131 Albert Street

London NW1 7NB

Or by email to: admin@jewishmuseum.org.uk with the subject line ‘Development Assistant’. 
Please submit your application as soon as possible – applications will be reviewed as received. 
