








Location

Liverpool Biennial Offices, 55 New Bird Street,
L10BW

Reports to

Programme Manager

Responsible for |Interns

Department Programme

Contract Fixed-term, full-time until 31 October 2027

Salary £27,837 - £29,108

Hours 37.5 hours per week (full time)

Holidays 25 days per annum fo.r fuII—_time staff in addition to
all statutory and public holidays

g:::;i(::al Wellbeing support through Wellbeing in the Arts

Notice Period

One Month

Deadline t
cadiine to Sunday 8 November 2026, 11.59pm
apply
https://jobs. it.charliehr.com/biennialliverpool/a
URL to apply _ps//Jo s.recrui c_ arlie rc?o_/ |_ |_ iverpool/
ssistant-curator-registrar-logistics/view-job?g=desc
Interview In person in Liverpool on 30 November 2026
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	Liverpool
	Biennial
	Assistant Curator (Registrar & Logistics)

	Welcome
	1,391,730
	visits
	154,569
	total visitors
	Inspiring
	Welcoming
	Thought-provoking
	Fun
	Diverse

	About the Role
	Job Description
	Artwork Registration, Logistics & Care
	Lead on artwork registration and condition checking, ensuring a robust and clear procedure is in place to maintain accurate records of artworks, locations, dimensions, values, condition and installation requirements.
	Coordinate with the Programme and Production teams and Biennial venue partners to ensure artwork schedules, installation requirements and care information are clearly communicated.
	Support the installation and deinstallation of artworks, including resolving logistical and artwork-care issues as required.
	Act as lead liaison for a selection of artists and provide artist support and hosting during visits to Liverpool.

	Shipping, Customs & Insurance
	With the Production Services provider, coordinate national and international artwork shipments in collaboration with shipping agents, artists, lenders and venues.
	Maintain accurate shipping information and documentation, including artwork details, packing requirements, customs paperwork, CITES permits and other relevant documentation.
	Liaise with shipping agents and contractors to coordinate schedules, consolidated shipments and sustainable approaches to transportation and packaging.
	Support the administration of artwork insurance, including maintaining accurate values, locations and insurance information.
	Keep shipping and insurance expenditure records up to date, supporting procurement, purchase orders and invoice processing.
	Keep up to date with relevant customs, taxation and import/export requirements and flag issues or risks to the Programme Manager and Production Manager.


	Job Description
	Publications
	Work with the Co-Curators to coordinate the development and delivery of the Liverpool Biennial 2027 publication, maintaining schedules, deadlines and communication with contributors and suppliers.
	Support the Learning team on the coordination and delivery of the Children’s Guide, including liaising with designers and printers.
	Liaise with writers, artists and other contributors, including issuing briefs, agreeing fees and managing deadlines.
	Liaise with and contract invited writers, artists and other contributors, including issuing briefs, negotiating fees and managing deadlines.
	Coordinate image and text permissions and licencing and support the copyediting and proofreading process.
	Liaise with the Marketing Team, designer, printer and other suppliers to support production, printing and distribution, maintaining the publication budget and associated financial records.
	Support the organisation of artist travel, accommodation, per diems and visas where required and prepare schedules and information for their visits.
	Monitor and maintain specific programme budgets and process estimates, purchase orders and invoices in accordance with Liverpool Biennial procedures.
	Maintain and update contacts on the Liverpool Biennial database and support Development team with compiling guest lists for events and openings.
	Attend and contribute to meetings, taking notes and following up actions as required.
	Supporting the Marketing Team by drafting, collating and copy-editing artist and project information for announcements, website, press packs, interpretation, and Guide where required.


	Job Description
	General

	Person Specification
	Essential
	Desirable

	How to Apply
	THE CLOSING DATE FOR APPLICATIONS FOR THIS ROLE IS SUNDAY 8 NOVEMBER 2026, 11.59PM
	Access Information
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