
 
 
 
 
 

 
 

 
Job Description 

 
 
 
POSITION DETAILS 
 
 
Title: Historian (Audio-Visual Content)  
 
Term:  Permanent, fulltime 
 
Reports to:  Chief Historian  
 
Location: Wellington 
 
Date: September 2016 
 
Salary Range:  $66,875 – $78,676 
 
 
ABOUT THE MINISTRY 
 
The Ministry for Culture and Heritage’s role is to help make this country’s culture visible and 
accessible. It provides advice to the New Zealand government on cultural matters and 
assists government in its provision and management of cultural resources for the benefit of 
all New Zealanders by funding a range of cultural agencies, and through the direct delivery 
of various cultural and heritage products and services.   
 
ABOUT THE RESEARCH AND PUBLISHING GROUP 
 
The Research and Publishing Group delivers a coordinated programme of publications to 
provide authoritative, accessible information across a range of digital and print platforms. 
We do this to support New Zealanders’ engagement with their history, heritage and culture 
and to present New Zealand’s stories nationally and internationally. The Ministry has a 
strong catalogue of heritage and reference content including websites such as Te Ara and 
NZHistory; print publications; oral histories; and mobile applications. 
 
The Research and Publishing Group also provides advice to government so its decision-
making is informed by a high-quality historical perspective, and provides sector leadership 
in history and reference content publication.  
 
ABOUT THE POSITION 
 



The Historian will work closely with other content and production staff to research, write and 
prepare New Zealand history and reference content for publication in digital and other 
formats, with a particular focus on working with oral history/audio-visual content. This 
includes recording audio and/or video interviews and using this material (and other 
collections) to curate imaginative and engaging transmedia story-telling experiences for 
public audiences.  
 
It is expected that the historian will contribute to a range of the Ministry’s research and 
publishing projects, especially those that utilise audio-visual content. These will include the 
Te Tai Treaty Settlement Stories project, content development to support significant 
commemorative events, and the maintenance and development of our existing products 
such as Te Ara and NZHistory.  
 
The position also has a sector and public engagement component, providing advice to 
government and the public, maintaining effective stakeholder relationships and helping to 
manage the Ministry’s annual Oral History Awards funding round. 
 
 
 
Key result areas and accountabilities 
 
 

Principal result area Tasks 

Recording oral histories and preparing 
audio/video content for publication  
 
 

This includes:  

 Undertaking in-depth oral history 
interviews in audio and/or video formats 
as appropriate, including research, liaison 
and completion of required 
documentation 

 Selecting and preparing suitable 
audio/visual content (utilising new and 
existing collections and/or content 
produced by contractors) for publication 
in digital or other formats and writing 
required contextual material  

 Arranging the processing, abstracting/ 
transcription, and archiving of interview 
material. 

 



Researching and writing historical and 
reference content 

This includes:  

 Researching, writing and preparing 
authoritative and accessible historical 
and reference content (from inception 
through to completion) for publication in 
Te Ara, NZHistory, Te Tai Treaty 
Settlement Stories and other projects as 
required  

 Assessing and if necessary restructuring 
and rewriting content prepared by 
external authors 

 Providing advice and quality assurance 
on topics relating to New Zealand history, 
heritage and culture. 

Supporting commissioned oral history 
projects  
 
 

 Advising on and supporting oral history 
projects undertaken by other government 
agencies, if required 

 Helping to select, engage and supervise 
the work of contract oral historians, 
abstractors and other specialists, if 
required.  

 

Building and maintaining effective sector 
relationships  

 Maintaining an active profile within the 
oral and public history communities 

 Maintaining effective relationships with 
staff at relevant external organisations 
(including the Alexander Turnbull Library 
Oral History Centre) 

 Responding to external queries and 
requests from the public and government 
clients in a timely manner. 

 

Managing annual Oral History Awards 
scheme 
 

 Handling queries, managing 
correspondence and applications, and 
convening a decision-making panel 

 Monitoring progress of award recipients  

 Helping to promote the awards scheme 

Contribution to the Ministry  A personal work programme is 
established and committed to for the 
Ministry’s performance management 
system 

 Participation in organisational activities 
and projects is active and constructive 

 Contributing to the maintenance of 
harmonious working relationships within 
the Ministry as a whole 

 Other duties are undertaken as required. 

 
 
Working relationships 
 



Position  Nature 

INTERNAL  

Chief Historian/Manager, Heritage Content Reports to 

Senior Māori Historian Close liaison, support and advice from 

Audio Visual Technician Close liaison, support and advice from 

Other Research & Publishing staff Liaison, information sharing 

Communications staff Liaison as required 

EXTERNAL  

Key Government stakeholders  Communication and liaison 

Oral and public history communities Communication and liaison 

Key Maori/iwi stakeholders and partners Communication and liaison 

Contract oral historians, abstractors Supervision as required 

Oral History Awards applicants and recipients Communication and liaison, monitoring 

 
 
Budget/Staff 
 
NIL 
 
 
PERSON SPECIFICATION 
 
 
Core MCH Competencies1 

1. End-user Focus – Actively considers end-users and their requirements 
2. Self-management – Can pro-actively manage workload, priority and time effectively and 

efficiently 
3. Communication – Messages are clearly and appropriately communicated both orally and in 

writing 
4. Ethics, Integrity and Trust – Acts with honour and integrity at all time 
5. Interpersonal Relationships – Proactively creates and manages relationships within and 

external to the Ministry  
6. Peer and Team Relationships – proactively forms and maintains constructive working 

relationships with colleagues  
7. Decision Making – Makes sound and respected decisions  
8. Professional Skills – Has the functional and technical knowledge and skills to do the job at a 

high level of accomplishment 
9. Māori Engagement – Develops and demonstrates knowledge of Māori culture and language 

                                            
1 These skill descriptions are based on Lominger International’s LEADERSHIP ARCHITECT Competency Sort Cards, Copyright  1992, 1996, 2001-

2003 by Lominger Limited, Inc. a subsidiary of Korn/Ferry International ALL RIGHTS RESERVED, and are used with the express permission of 

Lominger International. 
 



 
 
 

Specific Competencies 

 
In addition, for this role, the person will need the following specific skills, knowledge and 
experience: 
 
1. Highly developed skills in written and oral communication, including ability to produce lively 

content for a general audience. 
2. Experience in recording in-depth oral history interviews (in audio and/or video) and using 

these to prepare accessible content in digital, print or other forms.  
3. Good general knowledge of and a strong interest in a broad range of New Zealand topics. 
4. A post-graduate qualification in history or a relevant discipline. 
5. Knowledge of oral history best practice, standards and ethics, and engagement with New 

Zealand’s oral and/or public history communities. 
6. Knowledge of and interest in Māori history, culture and te reo, and in New Zealand’s diverse 

ethnic communities, is highly desirable.  
7. Familiarity with audio-visual recording equipment and awareness of issues around the 

handling and storage of digital audio-visual material. 
8. Experience in managing history projects and funding schemes, and supervising contract 

staff, would be an advantage. 
9. Flexibility and the capacity to deal with a wide range of topics. 
10. Forward thinking with a can-do attitude and open to new ideas. 
11. Ability to work in a small and cooperative team while also being able to use discretion and 

work unsupervised. 

 
 
 
Job description finalised and agreed: 
 
 
Chief Historian:  ................................................................  Date: .................................  
  
 
 
 
Job Holder: .......................................................................  Date: .................................  
  
 
 
 


