
WELLAND VALLEY ART SOCIETY 

Job Title : Exhibition Secretary 

Status: Officer 

Reporting to: WVAS President and Committee 

General Role: 

Organisation and delivery of the Society’s two annual exhibitions (Spring and Autumn) through team-
leading of recruited committee members and volunteers from the membership.  

Attend Society committee meetings and keep the committee members informed about exhibition 
preparation progress, any issues or concerns arising. 

 

Advanced Exhibition Preparation 

1. Liaise between Stamford Arts Centre and the committee regarding future exhibition dates and sign-off 
agreements following approval from the committee. 

2. Exhibition publicity and invitations 

a. Starting a couple of months before each exhibition, put a call out to exhibiting members to send 
images for publicity materials 

b. Check / select suitable images for invitations and posters. 
c. Design artwork and create pdf files for printing.   

Liaise with the membership secretary and purchaser database holder for print run numbers.   
d. Order prints and check print quality.   
e. Distribute printed materials for sending out (some to committee members, some for posting to 

non-email members and customers. Distribute publicity material around Stamford where possible. 

2. Exhibition Entry Forms  

a. Update entry forms as required with correct dates. 
b. Send updated forms to the membership secretary for distribution.   
c. Copies to website coordinator for updating website 

3. Liaise with Stamford Art centre / Website coordinator / social media coordinator / traditional media 
coordinator and design suitable artwork for their publicity areas. 

4. Identify and invite suitable independent judges and brief them on the process.  

5. Contact members to find volunteers for hanging day and allocate jobs over the day 

Exhibition Preparation 

a. Email timings and guidance notes to selectors/porters/helpers/hanging teams 
b. Check exhibition stationery folder and stewarding folders are complete - refill as necessary with all 

the printed elements (plus red dots, blue tack, bubble wrap, tape etc.)  
c. Liaise with the Art Centre with requirements for exhibiting / set up / PV 
d. Receive completed entry forms and enter exhibitor details onto the exhibition database – chase 

stragglers a few days before the final date.  
e. Check awards and prizes.  Collect prizes from sponsors where necessary 
f. Check member name badges are updated  



 

 

 

Hanging Day / Private View 

a. Print out the artwork labels in preparation for hanging day  
b. Ensure alphabetical order exhibitor list is available at check-in on hanging day (and also for take 

down day) 
c. Coordinate the volunteers on handing in day (porters, hangers, photographers, artwork labelling, 

numbering). 
d. Update exhibitor list with final entries and catalogue numbers 
e. Generate catalogue with updated information on artwork/numbers  
f. Print copies ready for the Private View.  Print more copies as needed throughout the exhibition 
g. Liaise with guest judge on their choice of winners for each category – ensure they give clear notes 

on their choices and why, so that we can use that in the speech on PV night.  
h. Print off the Prize Winners certificates and envelopes – liaise with treasurer to have prize cheques 

ready. Ensure the president has prize envelopes and winner information 
i. Coordinate the PV – timings, refreshments etc. 

Take Down 

Coordinate take down at the end of the show (Purchased art to be taken off the walls on the final 
Saturday, wrapped, labelled and kept to one side for customers to pick up. Members unsold work to be 
picked up on the MONDAY MORNING after the closing. 

Compile the exhibition report for the next committee meeting. 
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