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ROLE STATEMENT 
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Position Title: Assistant Registrar
 
Department: Production 

Reporting to: Senior Registrar

Contract term: Full-time fixed-term contract 30th September 2026	Comment by Deborah Jones: 6 month contract

[image: ]POSITION DESCRIPTION 

The successful candidate will be part of a highly motivated specialist team delivering one of the world’s leading contemporary visual arts events. 

The Assistant Registrar role within the Production team undertakes exhibition registration activities including organising logistics, producing and archiving documentation and coordinating the installation and deinstallation of artworks within agreed risk parameters. The successful candidate will be a dynamic and agile person possessing excellent communication and interpersonal skills, excels at multi-tasking and problem solving, is self-directed with a strong attention to detail and enjoys a variety of tasks contributing to the collaborative development and delivery of all aspects of the exhibition. 

Experience working in a Gallery or museum setting with knowledge of registration practices and preventative conservation protocols is essential. The Assistant Registrar requires a flexible approach to duties and tasks, the ability to manage complex conflicting priorities and deadlines to successfully meet the expectations of a range of key stakeholders -including artists, lenders, freight agents, exhibition partners and venue staff.

The Assistant Registrar works closely with the Senior Registrar to coordinate the production of registration documentation, freight and logistics for the 25th edition of the Biennale. 

APPLYING FOR THE ROLE  
Applications will be reviewed as they are received, and interviews may be conducted prior to the closing date. Early applications are encouraged.
Applications addressing the selection criteria must be received by 5pm on Friday 17 April 2026. 
Your application must include:   
a cover letter outlining how you meet the selection criteria;   
a current CV; and   
the names and daytime contacts of at least two (2) professional referees.   

Email to: employment@biennaleofsydney.com.au   
Subject line: Application Confidential | Assistant Registrar
Applications that do not address the selection criteria will not be considered.  


SELECTION CRITERIA 
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Based on an application addressing the Essential Criteria, Curriculum Vitae, an interview and references, the Biennale of Sydney needs to be satisfied that the applicant meets the following criteria: 

	Essential Criteria
	· Degree arts/history or fine arts, with postgraduate qualifications in museum studies/arts administration, and/or experience in an organisational/administrative role in a museum or gallery.
· Excellent oral and written communication skills and through attention to detail. Ability to communicate and relate to a broad section of people.
· Strong organisational and coordination skills.
· Knowledge of and experience in maintaining information databases.
· Sound ability to identify and solve problems.
· Demonstrated diplomacy and negotiation skills.
· Current NSW Driver’s Licence. 

	Desirable Criteria
	· Experience in registration documentation 
· Experience working with contemporary artists and exhibition delivery.
· Knowledge of and experience with Vernon Systems Collection database.
· A keen interest in, and commitment to, the work of Biennale of Sydney and knowledge and understanding of the arts markets.




DUTIES AND RESPONSIBILITIES[image: ]

	Exhibition and Registration
	· Assist in the development and maintenance of exhibition and registration schedules and timelines to ensure key deadlines are met.
· Create and maintain accurate registration records in Vernon, SharePoint and other Microsoft products used by the Biennale to document the exhibition.
· Assist with the planning and management of shipping and packing arrangements for artwork loaned to the Biennale across all exhibition venues. 
· Correspond with artists, lenders and agents in the preparation of loan requests, loan agreements, Condition Reporting and Receipting.
· Assist with the preparation and file maintenance of Condition Reports.
· Assist with the preparation of Indemnity applications, schedules and commercial insurance documentation. 
· Arrange and process Waiver documentation for Indemnified artworks as required. 
· Assist the Senior Registrar coordinate packing/shipping arrangements adhering to special installation requirements, loan agreements and Indemnity or insurance requirements.
· Maintain correspondence with exhibition managers and registrars at Exhibition Partner Venues regarding loan specificities and delivery & dispatch timelines and logistics. 
· Prepare, supervise and document unpacking and installation/de-installation and repacking the exhibition, working closely with installation crew, conservators and the production team.
· Supervise and assist with the movement and transportation of art works and exhibition related material as required.
· Assist with the day-to-day on site running of Biennale managed venues for the duration of the exhibition.
· Determine and make recommendations on issues of risk to artworks to the Senior Registrar. 

	Internal and external 
stake holder relationships
	· Independently manage registration workload priorities within the parameters established by the Senior Registrar.
· Escalate issues and provide updates to the Senior Registrar as required.  
· Collaborate with colleagues within the Production Team to contribute to the overall success of the Exhibition program.
· Act as a Biennale contact with participating venues, maintaining cooperative relationships with Exhibition Partner and Venue Partner staff.
· Participate in internal and external exhibition meetings.
· Communicate with Lenders about loans and the exhibition.
· Liaise with the freight agents, specialist and general transport companies regarding freight quotes, coordinating incoming loan logistics, pick up and dispatch delivery schedules. 
· Liaise with other Biennale departments to assist grant funding applications and acquittals.
· Work closely with Conservators and Installation Crew at Biennale managed venues projects during install and deinstall periods. 

	Exhibition Budget
	· Assist with the preparation and tracking of freight estimates. 
· Support the Senior Registrar in tracking and processing freight invoices and the exhibition freight budget.

	Work, Health and Safety (WHS) 
	· All staff are required to take reasonable care of their own health and safety and that of other personnel (including volunteers and interns) who may be affected by their conduct. 
· Participate in WH&S Committee meetings, as required. 

	Key Performance Indicators 
	· Successful delivery of the 2026 Biennale of Sydney
· Successfully coordinated all aspects of Registration in a timely manner and to a high standard.
· Exhibition meets internal and external stakeholder expectations.
· Acquittal of loans completed at the end of the exhibition.
· Build positive relationships with Exhibition Partners and Venue Partners.
· Demonstrated positive working relationships with all departments of the Biennale.
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