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WOLLONGONG CITY GALLERY

2. How did you heat
. Irtter
o wotd of moutl
. other (please state)

3. List vour intetests and hobbies:

Volunteer Application Form

Sumame:

Address:

Given Names:

Telephone:- Mobile:- Email:-

Age Group (please ctuclQ: Up to 18; 79-25;26-35:. 36-50; 57-56; 57 -65; 66+

Emergency conact; Teleohone: Relationshio

1. Are you currendy (please circle):
o student
o home duties
o tethed
o employed
o unemployed;
o other (please statQ:

of the Gallery's Volunteet Ptogtam please circle:

4. rO7hat would you like to
qualifications expertise?

offer the Gallery in tetms of yout areas of interest, knowledge, skills,

5. Do you have art trainiflg or practical expetiencel
Computet /administrative skills?
Museum/Gallery expedence in handling atwotks?
Teaching experience?
Laoguages?
fNone of these ate necessarv)



6. How would you like your expedence at the Gallery to serve ot benefit you?

7. Which areas of voluntary work interest you? (please circlQ:
r Reception/Customet serice/Clerical
e Gallery Guides
o Education
o wotkshop/maintenance
o curatorial/exhibitions
o curatorial / administative

8. The Gallery's opening hours are:

o Tuesday to Friday, 10 am to 5.00 pm
o Veekends 12.00 to 4.00 pm.
Please indicate the day(s) and time(s) you are available.

Roster for teception desk is 10.00 am -1.30 pm; 1.30 -5.00 pm and weekends 12'00 - 4.00 pm.

9. Have you any disabilities which may affect yout wotk as a volunteet? (f so, please gve
details)

10. oH&s
. All volunteers have a responsibility under OHS&IM legislation to ensule coopetation

with regard to the Occupational Health, Safety and Iniury Management Program. These

responsibiJities include:

Responsible fot considedng the health and safety of tlemselves, fellow wotkers,
cor.ttactofs, memben of tle public and visitots.

Complying with all safety procedutes, rules and standatds, as well as any teasonable

request relating to safety.

o t07eating atl petsonal ptotective equipment where supplied fot their ptotection.

e Reporting all incidents/accidents, unsafe acts ot conditions, iniuties and neat misses.

r Cooperating and taking an active role by participati''g in tle Occupational Health, Safety

and Inlury Management program.
. Actively paticipati''g in taining where provided.

Signatue of Applicant:

Date of Application:-

OFFICEUSEONLY

Date application received:
Contact date:
a^-r--+ -^+-.'



Wollongong City Gallery Volunteer Staff

Volunteets play an essential role in the day to day function of the Gallery. Within \Tollongong

City Gallery there ate ttrree different types of volunteet who ptovide support to staff. They are:

o Frontdesk/administtative
r Guides
o Curatodal

Front desk/administative volanteet:
These volunteers attend the desk at teception, the top desk on the second floor (neat Dickson

gallery) or any of the other exhibition areas within the Gallery'

I7hile at the ftont desk the main responsibiJities of the volunteet is to welcome visitots, offet
them an exhibition progmm and any information on current exhibitions available. Count theit

attendance by clicking them in when school groups ot other groups visit, male a note of who

they ate and Low many is in the goup. This is done on the ftont desk computet. Go to file and

optin sptead sheet document attendance figutes.

Plesent an alert ptesence and discowage intetference with wotks on display' Childten should be

superrised at all times.

Advise visitors of gallery rutes (in a pleasant and helpfirl mannet).

Enquiries:
Visitors ask questions about the Gallery, upcoming exhibitions and wotk in the collection'

Telephone inquities:
An equal number of inquiries ate received over the telephone with people wishing to know

opening hours, curent exhibition infotmation etc.

Newspapets:
On. o1 th. daily tasks is to check tltough newspapets fot articles ielated to the Gallery. Ie:

exhibition teviews, functions, activities, advetisements fot the Gallery.

Mail outs:
A regular trsk is assisti.g with the Gallery's mail outs. Mail outs occut at regulat intewals for

invitations sent out for exhibition openings and othet special events.

Membetships:
When working at the ftont desk, people may wish to make membership applications ot tenewals

of membetship for the Fdends of the Gallery Society.

Bookings:
Take Guide tout bookings for schools or grouPs.



Volunteet GaIIery Guides
These volunteers work most closely with the Education aspect of the Gallery and their main role
is to providing intetesting and informed tous of ttre Gallery's permanent and tempotary
exhibitions.

Supervision:
Guides teceive specialised ttaining focused on handling and speaking to grouPs of people
(children to adult)

Toudng:
Guides employ a number of techniques in taking gtoups atound the gallery including the

"Ieatning to look ptogtam" fot chiTdten.

Training :

Guides participate in an ongoing ftaining pto$ah through walk thoughs of aII new shows,

teading information sheets on exhibitions, attending atist talks, visiting artist studios and other
galleries, as well attending special guide ftaining sessions.

Meetings:
Guides attend a meeting at ttre Gallery every fout weeks, which keeps them infotmed on a
number ofissues and mattets relevant to heir work.

Education Progtams
Guides may also help dudng school holiday wotkshops by either running ot assisting with
different activities as well helping to cleanup.

Cutatorial Adminis tative Volun te ets
These volunteers work most closely with the curatodal staff. As support for these staff their
duties may include:

Data enuy :

Cohputer entry of information for wall text and labels, catalogues, altist statements/infotmation
othet general data.

Research:
Using the Gallery libtary and resowces as well as Wollongong City Library to develop teference

data and files fot attists and exhibitions.

Collection:
Volunteers may work on solo ot teah proiects telated to the collection. This may include
wotking on ongoing cataloguing and/or storage tasks or on otler specially designed proiects that
deal with some aspect of tle collection.

Exhibitions:
Curatorial volunteers may assist in the hanging and displaying of artworks for exhibitions.

Volunteers who work in this atea are trained on vatious ways to handle, display and stote
aturotks.

Keeping up-to-date with the teading of cuttent exhibition catalogues, art magazines, flyets etc' is

also encouaged fot our volunteets.



oH&s
All voluoteets have a tesponsibility under oHS&IM leeislatioo to ensure coopetatiou with
tegatd to the Occupational Health, Safety and Iniuy Managemeot ptogtam. These
responsibilities irclude:

Responsible for coasidering the health and safety of rheoselves, fellow wotkers, conftectols,
membes of the public and visitors.

Complying with all safety procedures, des and standards, es well as any reasonable tequest
lslafing to safety

lfeating all personal protective equipment where supplied fot their protection.

Reporting dl incidents/accidents, unsafe acts or conditions, iniuties and neet misses.

coopetatng and rating an active role by participating in the occupational Heelth, bafety and
Injury Management pro$ab"

Actively participating in taining where provided.


