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Job context 

In Spring 2028, the National Gallery will launch a new, public -facing Research 
Centre to facilitate and showcase our world -leading research in the history, display, 
conservation, and science of painting. This will be a complex space sitting at the 
intersec tion of multiple valued research stakeholders both within and beyond the 
Gallery, including the Gallery’s own wide array of research -active staff, our Artists -in-
Residence, specialist users of our extensive Library & Archive collections, and a 
research -eng aged general public attending events and consulting materials. You can 
find a summary of the Research Centre Project here.  

We are now recruiting for a new role – a Research Centre Manager – to support in 
the planning and daily delivery of an exceptional experience at the Research Centre, 
and to think creatively alongside Gallery colleagues about the Centre’s different 
spaces. The role -holder will provide vital clarity and consistency in the running of this 
multifaceted Centre to ensure a smoothly functioning whole, including coordinating 
all aspects of the Research Centre operations, ensuring compliance with regulations,  
managi ng staff,  and maintaining the Research Centre facilities and administration.  
Collaborating closely with colleagues across departments, they will ensure that the 
experience of a diverse range of guests is uniformly excellent, inspirational, and safe, 
helping shape the Centre at all stages from planning to launch and daily delivery.  

 

Job purpose   

The Research Centre Manager will oversee and coordinate all aspects of the 
Research Centre operations.  They will handle the Centre’s key relationships, budget 
management, and marketing to ensure programming is successful and guests have 
an exceptional experience.  They will also contribute alongside colleagues to the 
Centre’s creative programming.   

This multifaceted role requires strong organisational, leadership, communication, 
problem -solving, and organisational skills to manage both day -to-day operations and 
strategic planning for the Centre.  

 

 

 

 

https://www.nationalgallery.org.uk/about-us/research-centre-project


 

 

Scope of job  

Centre Planning:  

• Act as a key contact in ongoing planning for the Centre as well as supplying 
information concerning research resources and stakeholders.  

• Contribute to project planning meetings and represent the needs of future 
Research Centre users, both internal and external.  

• Work with the Head of Research and Senior Research Lead to develop the 
Research Centre operation.  

• Support the successful launch of the new Centre in Spring 2028, including front -
of -house planning and all accompanying research programming, events, 
networks, partnerships, communications, and finances.  
 

Centre Programming:  

• Work closely with Senior Research Lead and Head of Research to plan, deliver and 
review the Research Centre’s annual programme, including coordinating with 
colleagues, promoters, production, and oversee event logistics and 
correspondence.   

• Develop a strong knowledge of our research collections and activities, in order to 
work creatively alongside colleagues and contribute to the Centre’s programme 
planning . 

 

Centre Coordination:  

• Coordinate the delivery of research events and act as the main point of contact 
for event enquiries from the public, keeping Senior Research Lead appraised.  

• Coordinate the organisation of the Gallery’s quarterly Research Advisory 
Committee meetings.  

• Ensure the practical, administrative, and office needs of long -term visiting 
researchers based in the Research Centre are met, including Visiting Research 
Fellows and Artists -in-Residence.  

• Ensure internal diaries are kept updated with forthcoming Research Centre 
activity and inform staff of upcoming activities through SharePoint.  

• Work with external partners to host collaborative events outside the NG and, in 
such cases, act on behalf of the Centre in approving all externally produced event 
materials and delivery.  

• Oversee the collation of research event -related content for uploading/publishing 
by the Research Events Coordinator to the NG website.  



 

 

 

Client Relations:  

• Develop relationships with researchers, artists, students, suppliers, and clients, 
negotiating contracts and ensuring all parties' needs are met.   

• Act as central point of contact for visiting users of the Library & Archive, including 
queries with bookings and liaison with Library & Archive staff.  

• Act as central point of contact for external and internal researchers who wish to 
collaborate with the Research Centre and/or engage with its resources.  

• Act as a central liaison for communication and collaboration between the 
Research Centre and all other relevant stakeholders and contractors.  

 

Staff Management:  

• Recruit, train, schedule, and evaluate staff, fostering a positive work environment 
ensuring the efficient and effective running of the Centre.  

 

Operational Oversight:  

• Ensure the Centre is running smoothly and efficiently, managing day -to-day 
operations, and maintaining all facilities and equipment.   

 

Financial Management:  

• Manage budgets, invoicing, and other administrative tasks related to the Centre’s 
finances.   

 

Compliance and Safety:  

• Ensure the Centre complies with all local licensing, code, and safety regulations, 
enforcing security protocols.   

 

Marketing and Promotion:  

• Promote the Centre and its events through various marketing channels, including 
social media.   

 

 

 



 

 

Customer Service:  

• Address customer issues and queries, striving to create memorable experiences for 
all guests.   

 

Key deliverables 

Support the Senior Research Lead and Head of Research in the successful planning, 
launch, and running of the Research Centre through the following:  

• Engaging with project planning, meetings, and coordination.  

• Efficient and effective management of Research Centre events and resources.  

• Efficient and effective communications to the NG’s research community.  

• Delivery (with Senior Research Lead) of annual budget for the Research Centre.  

• Grow the Research Centre’s audiences and mailing list.  

• Increase visibility of the Research Centre and the Gallery’s research.  

• Support the expansion and effective management of NG Research Partnerships.  

• Successful liaison between the Research Centre and other Gallery departments.  

 

Key relationships  

• The jobholder will report to the Head of Research .  

• They will maintain regular contact with colleagues in the Research Centre, 
particularly the Senior Research Lead, Chief Librarian & Archivist, and the Head of 
Research.  

• The jobholder will maintain regular contact with other event -focused teams in the 
NG, including Curatorial, Scientific, Conservation, Learning and National 
Programmes, Events, Digital, security and catering staff. They will also take a lead, 
alongside the Senior Research Lead, in maintaining relationships with the NG’s 
research community, both within and outside the organisation.  

 

Key required skills 

• Organizational Skills:  Ability to multitask, prioritize, and manage time effectively 
in a fast -paced environment.   

• Communication:  Excellent verbal and written communication skills.   

• Problem -Solving:  Proven ability to anticipate and resolve issues under pressure.   



 

 

• Leadership and Team Management:  Strong ability to lead and motivate a team.   

• Business Acumen:  Knowledge of budget management, finance, and marketing.   

• Interpersonal Skills:  Strong ability to build relationships with clients, staff, and 
vendors.   

• Good working knowledge of IT/Audio Visual skills, e.g. Eventbrite, Mailchimp, 
Livestream, PowerPoint, Excel, etc.  

• Good working knowledge of at least some of the following (the others to be 
developed on the job): general health & safety best practice and procedures, 
regulations relating to contact databases, risk assessments, accessibility relating to 
events, First aid , Fire warden.  

 

 

Key required attributes 

• Ability to work to competing deadlines in a fast -paced environment.  

• Ability to produce meticulous project timelines and budgets, and to ensure their 
smooth delivery.  

• Ability to develop new administrative workflows, frameworks, and practical 
processes.  

• A practical and collaborative approach to problem solving, working well as part of 
a small team.  

• Excellent communication and interpersonal skills; an ability to communicate 
clearly and persuasively, whether in writing or verbally.  

• Willing to be actively involved in all levels of Centre management and delivery.  

 

 

Supervisory/Managerial responsibility 

Responsible for line managing the Research Events Coordinator, including managing  
their day -to-day workload and longer -term objectives.  

 

Essential minimum qualification on entry 

Relevant experience in event or venue management is typically required and /or 
significant experience in managing a complex, multipart research environment.  



 

 

 

Additional Essential Criteria and Considerations 

• They will be required to manage events outside normal working hours.  

• The job holder may occasionally be required to undertake travel in UK/abroad, 
e.g. for partner events/meetings with external research colleagues.   

• To cooperate and contribute to measures introduced by NG to ensure equality of 

opportunity and encourage diversity; value and respect colleagues and members 

of the public, regardless of their background, and promote a positive environment 

which supports eq uality and diversity.  

 

  



 

 

 

 

 

 

Research Centre Manager 

  

Contract 

Permanent, working full time hours of 35 per week.  
This post is on the  Gallery’s Band D. The salary is £39,626  per annum.  



 

 



 

 

 


