
Volunteer Role Description

Admin Volunteer



helping to evacuate during
an emergency

• Acting as an Ambassador for 
Gainsborough’s House whilst on duty

This role will suit people who:

• Have an outgoing, enthusiastic and 
friendly manner; enjoy admin tasks 
and feel confi dent on the use of 
electronic equipment

• Like being part of a team; are keen to 
help and wish to give some time in 
their local community.

Hours
Time spent in the offi ces can be decided 
by the level of commitment you wish to 
give and the tasks needed to be done. 
Volunteers are encouraged to sign up to 
a rota by phone or in person. Scheduling 
is fl exible, the minimum commitment is 
one shift per month.

Training
A compulsory induction plus the 
opportunity for relaxed learning 
about the collections and temporary 
exhibitions on display and in
our archives.

Benefi ts
• Unlimited free admission to 

Gainsborough’s House and all 
exhibitions

• Quarterly volunteer meetings and 
breakfast tours of each exhibition 

• Training on collections 

• Invitation to the annual summer 
garden party and a seasonal drinks 
event

• A monthly E-newsletter

This role is purely voluntary, and
this arrangement is not meant to
be a legally binding one or an 
employment contract.

What is an
Admin Volunteer?
Admin Volunteers offer support behind 
the scenes to help with general offi ce 
duties such as photocopying, fi ling 
and mail-outs. Working alongside 
admin staff, the role also requires help 
to maintain the electronic databases 
and records including data input and 
analysis to ensure the details we hold 
are up to date. 

As an Admin volunteer, your role will be 
to offer general admin assistance to all 
Gainsborough’s House staff to help with 
individual offi ce tasks as required.

What’s in it for you?
• Becoming part of a friendly and 

dedicated team

• Meeting people and making new 
friends

• Improving your communication skills

• Enjoying new experiences and 
developing your knowledge

• The chance to give your time in your 
local community

• Being involved with art and heritage

What’s involved?
• Providing help with basic admin 

tasks in the offi ces such as 
photocopying, fi ling and mailing 

• Helping to maintain the electronic 
databases and records including 
supporting the Volunteer Manager

• Helping to promote and process 
enquiries for memberships

• Helping to process courses, events/
performances and members
trips admin

• Being involved with occasional 
market research and analysis to help 
understand trends and approaches 
in the museum world

• Occasionally undertaking 
benchmarking to compare our 
processes, performance and best 
practices in comparison to other 
museums

• Developing a basic understanding 
about Gainsborough’s House, 
Thomas Gainsborough and the 
collections of other artists on display

• Following security procedures 
to help protect the interiors and 
collection during opening hours

• Ensuring visitors’ safety by actively 


