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Job Title: Junior Coordinator

Location:Museo Camera, Centre for the Photographic Arts, Gurgaon

Type: Full-time (6 days/week, Tuesdays off) 1T1am-7pm. In person Role. (This is not a hybrid/remote role)
Start Date: 20th November 2025

Prior Experience: 1-2 years in administrative roles

Overview:

Museo Camera is seeking a detail-oriented and enthusiastic Junior Coordinator to support our vibrant
events and cultural programming team. This role is ideal for someone passionate about the
behind-the-scenes aspects of exhibitions, performances, and music events, and eager to contribute to a

dynamic arts environment.

Key Responsibilities:

e Assist in planning and executing a variety of events, including exhibitions, performances, and
music showcases.

e Coordinate schedules, organize meetings, and record accurate minutes, ensuring follow-up on
action items.

e Support logistics and documentation related to events both before and after their occurrence.

e Communicate with external vendors, artists, and partners to facilitate smooth event operations.

e Maintain event-related checklists, timelines, and documentation, ensuring all details are
addressed.

e Collaborate with internal teams to support daily coordination tasks and project workflows.

e Attention to detail in all aspects of event preparation, execution, and follow-up.

e Assist with the Museo shop : stock checking, coordinating with vendors, checking for online sales
and packaging and shipping orders

e Assisting with workshops and courses: set ups, coordinating with external facilitators, maintaining

internal records
Qualifications:

e 1-2 years of experience in arts organizations, vendor coordination, administrative support, or
related roles.
e Passion for arts, exhibitions, and cultural programming.

e Strong organizational, communication, and interpersonal skills.



e Ability to work both independently and as part of a team in a fast-paced environment

Eligible candidates can send in their resume and cover letter to contact@museocamera.org
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