
 

Position: Art Gallery Manager 
Designation: Part-time (PT) 
  
The Art Gallery Manager is a part-time position (anticipated at 15hrs/wk) primarily responsible for 
scheduling, coordination, and execution of all aspects of Constellation’s public art exhibitions. This 
position reports directly to the Artistic Director and serves on Constellation’s Visual Arts Committee. 
The Art Gallery Manager’s responsibilities will require regular work on evenings and weekends.  
 
Responsibilities include the following:  
 

Gallery Management  
Oversees all aspects of the multiple art galleries in the Waldron Arts Center and Ted Jones 
Playhouse including:   
● Lead the Visual Arts Committee, made up of representatives from the community as well 

as City government, in crafting annual exhibition themes and annual schedule, selecting 
artists for each show, and providing support to Constellation’s fundraising efforts for 
visual arts programming.  

● Reach out to artists individually and through public calls to attract submissions to 
exhibitions; act as point person for selected artists for receipt and handling of artworks 

● Hang and strike gallery shows (anticipated on a quarterly basis for each of the 4 
galleries) 

● Facilitate gallery maintenance to ensure all 4 spaces remain in top condition.   
● Collaborate with the Marketing Director on promoting visual arts shows. 
● Manage the submission and selection process for the annual fundraising initiative Arts 

Fair on the Square; serve as the point of contact for all artists for the event, and assist the 
Arts Fair Project Manager on all event-related activities including setup and strike.   

● Serve as a liaison between Constellation and the visual arts community, which includes 
but is not limited to attending gallery showings, participating in community arts events, 
and making connections to local and regional visual artists.   

● Supervise the art galleries during publicized business hours, including First Friday events.   
● Supervise any additional hourly staff designated for the visual art galleries (ex. labor to 

help hang shows, docent to supervise during public hours, etc.)  
   
Administrative/Other 
• Attend staff meetings when requested 

• Initiate and/or respond to all internal and external communications in a timely, thorough 

manner via phone, email or other internal channels such as Slack 



 

• Maintain close communication and collaboration with the Artistic Director 

 
Required Skills 
● Expertise and experience in the visual arts field 
● Knowledge of standard industry practices for art gallery management 
● Strong organizational and communication skills.  
● Artistic vision to stage and hang shows featuring a variety of artists and artwork  
● Ability to manage multiple locations simultaneously 
● Social skills necessary to mingle, make new contacts, and promote the work of others 
● Collaborative spirit to work with artists internally and externally 
 
Preferred Skills 
● Ability to hang artwork and repair gallery walls  

 
Diversity, Equity, and Inclusion 
Constellation believes that greater diversity of viewpoints and lived experiences will result in a 
better, more relevant organization, and we encourage people across lines of race, gender identity, 
sexual orientation, ability, religious tradition, and more to apply. For more information on our 
diversity, equity and inclusion initiatives, visit seeconstellation.org/about/dei. 
 
Salary & Benefits 
Annual salary: $15K 
Benefits include:   

• Retirement 
• Paid time off 
• Professional development  

 
Start date: August 2022 
 
How to Apply 
For more information or to apply, please email Kate Galvin, Artistic Director at 
kate@seeconstellation.org with the subject line “Gallery Manager Application.”	  
 
Applicants may consider submitting any one (or more) of the following: a cover letter/letter of 
interest, resume, website, portfolio, personal profile, and/or video. Please include up-to-date 
contact information and references. 
 



 

Application deadline: July 18th   
 
Background Check: Incumbent will be required to undergo a background check as a condition of 
employment. 
 
About Constellation Stage & Screen:  
Constellation Stage & Screen is a new, non-profit theater and film production company, formed as 
a result of a merger between Cardinal Stage, Bloomington Playwrights Project and Pigasus 
Institute. The organization will begin operations July 1, 2022. In addition to producing a full theatrical 
season, developing new work for stage and screen, and offering numerous educational programs, 
Constellation will be managing the Waldron Arts Center and the Ted Jones Playhouse.  
 
Mission:	The mission of Constellation Stage & Screen is to produce world-class theater and film that 
impacts the national performing arts industry through new work development. Our productions, 
community events, and education programs serve as a leading contributor to the cultural and 
economic vibrancy of Bloomington, Indiana. 
 
Vision:	Constellation Stage & Screen is an arts and culture leader rooted in the Midwest, redefining 
the development and creation of theater and film, while cultivating and sharing the creativity of our 
community. 
 
Values:	At Constellation Stage & Screen, our shared values serve as guideposts as we work daily in 
service of our audience, our craft, our community, and our organization. The array of values we 
share can be characterized by three core beliefs. First, we believe in the power of theater and film 
to simultaneously entertain and engage audiences. Second, we believe that the arts are vital to the 
quality of life for every individual and essential to the overall health of our community. Third, we 
believe these values should be lived internally by providing a welcoming and supportive workplace 
that nurtures our staff, artists, and board. 


