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Thank you for your interest in working with VAS. 
Voluntary Action Sheffield is made up of people who care about making a difference and want to leverage their understanding, experience and any position or privilege to support others. We’re a values led organisation dedicated to delivering our purpose of supporting people, communities and the Voluntary, Community, Faith and Social Enterprise sector (VCFSE) to lead positive change – change that really matters to local people and will help them get the best results now and in the future.  
 
Our staff, volunteers and trustees bring a wealth of skills, knowledge and experience to their work, alongside a continual willingness to learn.  

This is a time of development at VAS, as we continue to move towards greater distributed power and responsibility, where we encourage our team in any grade or role to be a leader in facilitating positive change which helps us recognise our vision: 
 
People in Sheffield have the opportunity to live healthy, fulfilling lives, reach their potential, and thrive equally. 

We are ambitious and optimistic – we love Sheffield and want it to be a great and welcoming city. While there is much to celebrate, we recognise that support and services do not work for all people within our communities. We recognise that inequalities maintain poverty and injustice, and we work to address not just the symptoms but the systems which continue inequalities. We work for positive change led by communities, change that really matters to local people.
 
Our Priorities 
We achieve our purpose of supporting people, communities and the VCFSE sector to lead positive change by delivering the following priorities: 
 
1. Building, hosting and nurturing strong, inclusive and effective partnerships to develop positive social change 
2. Supporting leadership and capacity in communities and the voluntary sector 
3. Creating volunteering and other opportunities for people who are most marginalised 
4. Supporting access and empowerment in the next generation of leaders 
5. Being a good employer and a well-run organisation, which cares for our people and resources  
 
We work in partnership with people, alongside the VCFSE sector and by bringing along our partners.  We are committed to inclusion, equality and social justice and take a zero-tolerance approach to racism and other forms of discrimination.
Our Values guide our work. We believe in:
· Equity and social justice
· Trust and mutual respect 
· Partnership
· The power within people, communities, and the VCFSE sector
 
Our Behaviours
We understand that how we work is as important as what we work on, VAS ACTS for social change:

We are 		Ambitious
We make 	Connections
We do it	Together
We build	Strength


	
	Freelance Exhibition Curator & Event Coordinator

	Grade
	£3,500 fixed project fee

	Responsible to
	Communications Manager (We Are Sheffield Project Lead)

	Responsible for
	Exhibition delivery, volunteer coordination and supplier management

	Contract
	Freelance Consultancy Agreement

	Hours
	Approximately 15 consultancy days across the project (equivalent to around 1.5 days per week).
The consultant will organise their time to deliver the agreed project outcomes, while attending agreed meetings and key project dates in Sheffield where required.





JOB PURPOSE
The purpose of this role is to coordinate the planning, curation and delivery of the We Are Sheffield exhibition and launch event at Millennium Gallery on 8th October 2026.
Working in collaboration with the Communications Manager, the Freelance Exhibition Curator & Event Coordinator will oversee exhibition content, contributor relationships, volunteers, suppliers and event logistics to ensure the exhibition and launch event are delivered on time, within budget and to a high professional standard. The role will help showcase the contribution of Sheffield's voluntary, community, faith and social enterprise (VCFSE) sector, strengthen partnerships and create an engaging and accessible experience for visitors.
This role supports all VAS priorities and will specifically contribute to Priority 1: Building, hosting and nurturing strong, inclusive and effective partnerships to develop positive social change.







PRINCIPAL DUTIES

Leading work that meets the mission of VAS to support people, communities and the VCFSE sector to lead positive change, specifically by:

· Develop and maintain a detailed exhibition production schedule. 
· Coordinate the collection and organisation of stories, photographs and exhibition content. 
· Work with the graphic designer to develop exhibition panels, captions and supporting materials. 
· Coordinate proofreading and sign-off of exhibition content. 
· Liaise with printers and exhibition suppliers to ensure all materials are produced on time and within budget. 
· Coordinate exhibition installation and de-installation with Millennium Gallery staff and contractors. 
· Plan and coordinate the exhibition launch event on 8 October, including event logistics, accessibility requirements, guest management and volunteer support. 
· Support the recruitment, briefing and coordination of volunteers supporting exhibition preparation and the launch event. 
· Act as the main point of contact for suppliers, volunteers and exhibition partners throughout the project. 
· Work closely with the Communications Manager to monitor progress, identify risks and resolve any delivery issues. 
· Maintain accurate records of project activity, budgets and supplier invoices. 
· Support project evaluation by collecting visitor feedback and event information following the exhibition.

OTHER DUTIES

· To work collaboratively with VAS staff, volunteers and project partners as required.
· To carry out the consultancy in a manner consistent with VAS values and in accordance with relevant safeguarding, health and safety, confidentiality and data protection requirements.
· To support our work to become an anti-racist, equitable and environmentally responsible organisation. 

This role description outlines the anticipated scope of the consultancy. Any significant changes to the agreed deliverables will be discussed and agreed with the consultant.






PERSON SPECIFICATION
	
Requirement
	
Essential or Desirable?

	
Knowledge & Experience
· Experience coordinating exhibitions, events or public engagement projects 
· Experience coordinating multiple stakeholders and contributors 
· Experience managing suppliers and freelancers 
· Experience delivering projects to deadlines and managing competing priorities
· Experience working with museums, galleries or heritage organisations 
· Experience curating exhibitions or public displays 
· Experience working on community storytelling projects 
· Experience recruiting or coordinating volunteers 
· Experience managing print production and exhibition installation 
· Experience delivering exhibition or community launch events 
· Knowledge of Sheffield's voluntary and community sector
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Qualifications/Training (if required/necessary for job)

Relevant professional experience demonstrating the required knowledge and skills.

	

	
Skills & Abilities
· Excellent project management and organisational skills 
· Excellent communication and relationship-building skills 
· Ability to manage multiple deadlines and competing priorities 
· Strong attention to detail 
· Ability to work independently while collaborating effectively with others
· Understanding of accessibility and inclusive exhibition design
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	Approach
· A commitment to working in a way that reflects VAS's values of equity, partnership, trust and social justice.

	
Essential
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