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JOB DESCRIPTION 

 
 
 Program: Work of Art Program 
 
 Position: Art Aide 
 
 Responsible to: Gallery Manager 
 
 Position 
 Description: With direction from the Art Instructor(s) and Gallery Manager the Art 

Aide helps participating artists with visual and performing art projects 
designed to encourage personal artistic growth while refining 
individual artistic techniques. 

 
Duties & Responsibilities: 
 
 A. Art Project Assistance 
 

1. Per the direction of the Art Instructor(s) or Gallery Manager will help artists 
to complete visual and performing art projects. 

 
2. Foster an atmosphere of self-advocacy when assisting artists. 

 
3. Keep work areas clean, orderly, safe and accessible to all artists. 

 
4. Help artists expand their individual artistic and expressive talents. 

 
5. Give input to Gallery Manager on new curriculum ideas in order to keep 

artists invigorated. 
 

6. Focus on artistic techniques, which make artists more successful in their art 
endeavors. 

 
7. Assist Art Instructor(s) in various workshops/lectures as needed. 

 
8. Assist with other duties as needed per Gallery Manager and/or Art 

Supervisor 
 

 B. Assistance with Art Studios — Preferred Requirements 
 
1. Ceramics 

 
a. Assist artists in methods of slab construction, coil construction, using 
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ceramic tools, etc. 
 

b. Help artists to understand the benefits of collaborative work 
environments as well as individual self-development. 

 
c. Assist in use and maintenance of the kiln. 

 
d. Assist in recycling clay. 

 
e. Assist in maintaining cleanliness of studio. 

 
  2. Painting/Drawing/Production of Crafts 
 

a. Assist artists to do their own work in learning to mix color, get 
supplies, wash brushes, use washes and opaque colors, etc. 

 
b. Assist artists to see difference of contrasting and complimentary 

colors. 
 

c. Assist artists in use of a variety of media including watercolor, acrylic 
paint, ink, oil sticks, etc. 

 
d. Assist artists to use pencil, ink, graphite sticks, colored pencils, oil 

pastels, etc. when drawing. 
 

e. Assist artists in the use of simple perspective. 
 

f. Assist artists to render from objects, photographs, and still lives. 
 

g. Explore new forms of crafts where individuals can do steps to be 
creative. 

 
h. Assist artists to clean up their own work space after lessons. 

 
  3. Performing Arts 
 

a. Creatively use performing arts to help artists to express feelings and 
ideas (for example, singing, improvisation, theater games, skits, 
costumes, props and makeup, etc.) 

 
b. Use performing arts as a means to bring artists personal satisfaction 

 
c. Assist artists in the selection of props, make-up etc. for their 

performances. 
 
  4. Computer 
 

a. Knowledge of computers, internet access, and art design. 
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b. Knowledge of how to assist others in learning basic computer skills. 

 
c. Knowledge of both Windows and Apple Operating systems. 

 
C. Support and Training to Participants 

 
1. Art Aide may be deployed to different studios at any given time to support 

and train participant needs and/or due to staff/artist attendance.  
 

2. Promote the development of participant self-esteem and problem solving 
abilities by anticipating as a helper in Self-Advocacy group processes when 
active. 

 
3. Intervene in crisis situations by assessing the emergency and prioritizing 

participant needs. 
 

4. Timely recording of participant I.D. notes, daily notes, incident reports, etc. 
 

5. Assist Art Instructors and Gallery Manager with notes regarding participant 
participation to help them with completion of yearly Individual Service Plans. 

 
6. Provide on-going communication about artist progress to artist, Art 

Instructors, Gallery Manager, Supervisors, artist support system, and 
Service Coordinators. 
 

 D. Community Relations 
 

1. Educate the general public about the talents and abilities of people with 
developmental challenges. 

 
2. Network as needed with participant support systems. 

 
 E. Professional Training and Development 
 

1. Attend CPR classes and other First Aid Seminars as required by agency. 
 

2. Attend scheduled agency in-service programs. 
 

3. Attend agency staff retreats. 
 

4. Attend scheduled community trainings as required by Program Director. 
 

5. Keep aware of training conferences which will improve art skill level and 
make timely requests for attendance to Program Director. 

  
F. Desired Personality Traits for Aide Applicants 
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1. Flexibility to tolerate an environment that changes often as a result of 
changing artist needs. 

 
2. Ability to creatively think of ways that artists can find success from their 

efforts. 
 

3. Ability to be organized and systematic in doing several different tasks in a 
relatively short period of time. 

 
4. Ability to work in a non-supervised environment when necessary. 
 
5. Ability to communicate clearly in writing. 
 
6. Ability to act calmly in an emergency situation. 
 
7. Demonstration of a good sense of humor. 

 
 G. Applicant Requirements 
 

1. High School Diploma or equivalent required. 
 

2. Demonstrated ability in art, crafts, computer, and/or production 
environment. 

 
3. Previous experience in Human Services Field helpful. 

 
4. Effective verbal and written communication skills required. 

 
5. All applicants must be free from substance abuse. 

 
 

 
 

I have read and understand this job description and its expectations and duties: 
 
 
Printed Name     Signature     Date 


