
 
 
 
 
 
AX Gallery Docent and Reception 
 
AX, the Arts and Culture Centre of Sussex, is seeking a dynamic and driven 
Gallery Docent and Reception employee to welcome visitors to our centre, take 
visitors on guided tours of the gallery, answer the phones, process inquiries and 
payments for AX programs, and provide additional administrative support.  
 
This is a temporary contract position, paid for through the provincial Youth 
Employment Fund, so candidates must be between the ages of 18-29 to qualify.  
 
Gallery Docent and Reception responsibilities 
 
The Gallery Docent and Reception position reports directly to the Executive and 
Artistic Director at AX. Specific responsibilities will include, but are not limited to: 

• Act as an arts and culture ambassador for AX in the community; respond 
to general and program inquiries from donors, volunteers and the public; 

• Welcome visitors to the arts and culture centre and guide them through 
the exhibitions and our programs; professional artists will provide you with 
insight into ongoing exhibitions and programs. 

• Process art and retail sales, donations, event ticket sales, and 
memberships; 

• Assist with events and marketing associated with exhibition launches, 
literary readings, workshops and classes, and music concerts; 

• Help install and dismantle art exhibitions, working with professional gallery 
curators; 

• Interact with visitors to obtain gallery visitor data and statistics regarding 
numbers, demographics, and places of origin; 

• Help with other duties and projects as required. 
 

Qualifications 
 

• Excellent interpersonal skills with an ability to interact effectively and 
professionally. 

• Strong team player and able to work independently. 
• Excellent communication skills, including written and verbal. 
• Excellent time management skills.  
• Must handle sensitive and confidential information with tact and integrity. 
• Cash and retail sales experience are considered an asset. 
• Customer service experience and a love of arts and culture are essential. 

 
Join Our Team 
 



All inquiries and applications will be held in strict confidence. To apply, please 
send a resume and letter of interest to execdirector@axartscentre.ca. 
Applications will be reviewed on an ongoing basis, so early submission is 
encouraged. Please contact us if you have any questions about the position. 
 
We thank everyone who applies for their interest in this position; however, only 
candidates selected for an interview will be contacted. 
 
Hours of work: 30 hours per week, including Saturdays and some evenings. 
 
About AX  
 
Officially opened in June 2017 following extensive renovations, AX has quickly 
become a vibrant regional hub for arts and culture to the more than 500,000 
people living within a 100 km radius. AX is housed in a beautifully restored 
heritage building in the centre of Sussex, NB, and has been identified as a key 
component in the town’s efforts to boost regional economic development. 
 
Receiving between 1,600 and 2,000 visitors per month, the AX centre includes: 

• The only environmentally controlled exhibition space in the region; 
• Independently rented artist studios;  
• A multifunctional workshop facility used by AX and available to rent for 

meetings; 
• AX Ceramics Centre, a fully equipped ceramics facility with a large 

workroom; 
• A multitude of ongoing educational programs, workshops, rotating 

exhibitions, musical and literary events, and art-making incubators hosted 
for children, youth and adults through the year; 

• An onsite, licensed restaurant and outdoor patio called Knocks Café; 
• A volunteer base of more than 50 artists and residents engaged in running 

its programs and gallery space. 
 
For more information about AX and its programs, please visit 
www.axartscentre.ca. 
 


