
 
 
 
 
 
 

32 East 57th Street, New York    ·    212 421 3292    ·    pacegallery.com 

 
Project Manager and Registrar Position posted on: August 12, 2019 

London, United Kingdom  
 
Pace Gallery is seeking an experienced candidate to work as a Project Manager and Registrar at our London 
location. The Project Manager and Registrar is a new full-time position in the field of Immersive and Media 
based Arts. The Project Manager and Registrar will report to the NY based Media Arts Director and London 
based VP of Sales and will work closely with the global teams on all aspects of project management, registration, 
transportation, installation and exhibition. Given the start-up nature of the organization, the candidate must 
have expertise to bring toward developing new standards and processes to the business and role within the 
team.   
 
Based in London, UK, the Project Manager and Registrar will play a leadership role in the development and 
ongoing daily oversight of Media Arts’ projects and events. This position will work closely with the artist 
management teams and directly with clients to coordinate and manage the logistics of sales, loans, and special 
projects of small and large-scale works for local and international projects. The candidate must have senior 
project management experience with media artwork installations and exhibition planning, along with database 
and information management and take the lead on establishing and ensuring completion of workflows, priorities, 
project schedules, milestones and deadlines. The role will perform the registration duties for the London and 
Hong Kong locations and provide support to the Media Arts Director in the New York office. This role requires 
extensive experience with international shipping, within EU and Asia, and executing customs paperwork as well 
as proficiency in global tax/VAT laws. This role must take a lead with complex projects, be extremely organized 
and detail-oriented, maintain project schedules and meet deadlines with attention to time-sensitivity; retrieve 
quotes, adhere to project budgets, and provide cost-effective solutions. This role will work closely with the 
Controller and Media Arts Director to enforce protocol and company policies and improve standards and 
practices, as well as research, test and implement a project management tool for the international teams to 
organize, track, and manage global projects. This position should maintain active participation in the field to 
stay current on the latest developments in technology and the global arts industry for evaluation of current and 
future needs.  
 
Responsibilities: 

 Serve as point person for London and Hong Kong teams; takes a lead in project management, task 
organization, and coordination of all projects amongst team, including establishing and ensuring 
completion of priorities, project schedules, milestones, and deadlines; develop and manage workflow 
pipelines. 

 Research, test and implement a project management tool for the teams on three different continents 
to organize, track, and manage their work; responsible to keep platform updated with all project 
details and status. 

 Draft, vet, and negotiate loan, consignment, approval, gift, and sales agreements as well as 
contracts pertaining to special exhibitions or permanent installations of artworks. 

 Manage all administration and paperwork related to contracts, installation documentation, shipping, 
storage, insurance, and conservation for onsite installations and partnership projects. 

 Coordinates, schedules, and approves the daily movements of incoming/outgoing artworks and 
manages all local, domestic, and international shipping arrangements to museums, galleries, clients 
and artists, coordinates the packing and crating of artworks, executes all shipping and customs 
paperwork, and communicates to staff regarding project timelines and costs. 

 Responsible for artwork accessioning in the database, conducting condition reports and tracking 
troubleshooting issues, creating iteration reports and installation manuals, managing shipping 
arrangements and schedules, retrieving and approving insurance documents. 
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 Coordinate and manage daily projects at the London gallery locations; troubleshoot and problem-
solve issues related to installation, artworks and events; assist and/or oversee the packing, 
installation, and de-installation within the gallery’s exhibition spaces or storage facilities, and offsite 
projects; ensure packing, handling and installation standards and protocols are met. 

 Liaise with staff, art handling companies, artist studios, fine art shippers, and conservators; maintain 
regular cooperative contact with shipping, insurance and customs brokers. 

 Coordinate, schedule and monitor all local, domestic and international shipments of artwork and 
deliveries and manage relevant communications, including customs documentation; ensures the safe 
handling and security of the inventory by overseeing and managing the movement, exhibition, 
storage, and disposition of art objects.  

 Research and communicate with local and international vendors and specialist teams as required for 
quotes, budgets, invoices, and coordination with CFO on payments; provide shipping, crating, 
insurance and install estimates for exhibition and project budgets. 

 Researches database management systems, tests and help implement new system; manages 
inventory database and serves as system administrator and makes recommendations for upgrades 
or conversion of system and oversees related migration of data. 

 Performs routine inventory; assist with packing, condition reporting, installation, and de-installation 
within the gallery’s exhibition spaces, viewing rooms, or offsite locations as needed. 

 Oversee freelancers and hired technical staff on special projects, and performs related duties as 
required; arrange photography as needed. 

 Responsible for understanding customs and tax regulations and requirements for shipping artworks 
internationally. 

 Collaborate with relevant staff to troubleshoot artwork installations; record installation specifics and 
draft instructions; document and coordinate the maintenance of artworks; track all costs. 

 Maintain safe and cost-effective storage solutions for inventory; maintain list of tools and packing 
materials; coordinate and purchase supplies from outside vendors; track expenses and costs. 

 Work closely with Controller and Bookkeeper to track and code costs for projects as specified. 
 Embody and foster a collaborative, collegial and supportive attitude. Actively identify and implement 

ways to improve team function and communication. 
 
Qualifications:  

 Minimum of 3 years’ experience working within contemporary art environment, preferably art 
museum, gallery, or artist’s studio specifically related to above responsibilities.  

 Must have strong knowledge of and experience with media artwork installations and exhibition 
planning; audiovisual technology highly beneficial. 

 Strong computer and software skills essential; in particular, email organization workflows, database 
and task management software. 

 Familiarity with laws pertaining to ownership, custody, transfer, and tax laws; customs restrictions; 
copyright laws; insurance laws; and fine arts insurance practices. 

 Must have extensive shipping experience within the EU and Asia. 
 Strong administrative, professional, organizational, and communication skills. 
 Must be flexible to work additional hours as needed. 
 Ability and willingness to work well with a team, as well as independently. 
 Ability to manage multiple work processes and projects simultaneously and the ability to be receptive 

to changing priorities have the capacity and organizational ability to work in a fast-paced, diverse, 
multi-tasked environment. 

 
Please send your cover letter, resume, references, and salary requirements to: jobs@pacegallery.com, 
Subject: Project Manager and Registrar.  
 
Pace Gallery is proud to be an equal opportunity employer and will consider all qualified applicants regardless 
of race, color, ancestry, religion, sex, national origin, sexual orientation, age, citizenship, marital status, 
disability, gender identity or expression, Veteran status, or any other legally protected status. 


