
POSITION: GALLERY MANAGER. Arts of the Albemarle Arts of the Albemarle (AoA) is a 
regional non-profit arts council located in Downtown Elizabeth City, North Carolina. Our world-
class facility houses the Jaquelin Jenkins Gallery, home to more than 250 artists, craftsman and 
photographers; the AoA School of the Arts, a multi-discipline visual and performing arts 
program; and the Maguire Theatre, a 230-seat performance space. We are currently searching 
for a Gallery Manager. 
 
JOB DESCRIPTION: GALLERY MANAGER 
The AoA Gallery Manager is primarily responsible for overseeing the galleries of Arts of the 
Albemarle, contributing to the Visual Arts programming of AoA and serving as a liaison between 
AoA and our artist-members. 
 
Essential Duties and Responsibilities: 
* Oversee the daily operation of AoA's art galleries 
* Supervise the handling of artwork and ensure every care is taken with regard to their safety 
and security, including the training of new volunteers and staff on the proper handling and 
storage of art 
* Keep gallery walls replenished and displays organized and refreshed 
* Work with Volunteer Coordinator to secure volunteers related to gallery maintenance 
* Manage all wholesale and consignment inventory through our POS system 
* Coordinate and schedule rehanging of the gallery every three months with volunteers 
* Coordinate and manage external art spaces and pop-up galleries such as YMCA and 
Albemarle Hospital 
* Develop methods to receive feedback from customers concerning the quality of their gallery 
experience 
* Research, acquire and display items for sale in the gallery reflecting a broad range of 
consistently changing items 
 
Education and Experience: 
Bachelor's or master's degree in an art related program, such as Art Management preferred but 
not required. Specific focus on coursework such as arts management, collections care, gallery 
environment, and art history are a plus. Related education and work experience in the arts, 
sales or management would be considered. Artists are welcome to apply. 
 
CONTACT: Please send cover letter, resume and salary requirements for full or part-time 
position to:  Laurie Edwards, ledwards@artsaoa.com 
 
Deadline: Applications will be accepted until the position is filled 
 

mailto:ledwards@artsaoa.com

