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JOB DESCRIPTION 

	Position: 
Team Leader – Exhibitions
Location: 
Te Manawa 

Reports to:
Director – Exhibitions and Programmes 

Responsible for: 
Exhibitions Team, temporary contractors and resources engaged in exhibition production related activities


Vision of Te Manawa Museum: 

Te Manawa strives to be:


· The cultural and social heart of the City and Region.

· A showcase and store-house of the Region’s taonga and collections.

· The interface of Manawatū and the rest of the world – where invention and innovation are hallmarks for everything we do; where our strengths (and point of difference) are our people; where the breadth and depth of our knowledge base, productivity and global impacts are presented.

· A fun rewarding place to visit.

· A ‘must see’ attraction for visitors.

· A positive contributor to the economic development of the Region.

Primary Objective:
Lead the team that is responsible for designing, developing, constructing and installing exhibitions at Te Manawa.  Champion exhibition project management.  Develop and maintain an active network of contacts. Delivering to the exhibition schedule. 
Performance Review:

Individual performance reviews will be assessed on an annual basis in accordance with the Remuneration and Performance Development Policy.  The Director of Exhibitions & Programmes will undertake these reviews.

KEY RESULT AREAS:
1. Exhibition Team Leadership
	Key Tasks
(What jobholder is accountable for)
	Key Performance Indicators
(Jobholder is successful when)

	Provide leadership to develop a strong team environment and provide effective management of the functional areas of responsibility:-
· Designers

· Preparators, Fabricators and Building Maintenance

· Technicians

· Contractors & Temps
	Annual Performance Reviews completed.

Personal Development Plans and Performance Targets set for coming year – based on Strategic KPI’s and Team Effectiveness.
Employment policies are adhered to.


2. Exhibition Project Management
	Key Tasks
(What jobholder is accountable for)
	Key Performance Indicators
(Jobholder is successful when)

	Project Manage exhibitions (concept, delivery, touring potential, etc). 
Ensure appropriate project management methodologies underpin the activities of the Team.
Provide project management advice and support to the wider Te Manawa Team.
Develop and maintain an active network with other museums and art galleries
Maintain records detailing exhibition development, expenses and timeframes.
	All exhibitions (internally generated, in-bound touring and out bound touring) will be installed in terms of instructions provided and all in-house exhibitions will be constructed and installed in accordance with approved designs.

Following de-installation of each exhibition an evaluation process is completed.
Approved Project Management  procedures are adhered to.
Records are kept in an accurate, up-to-date, efficient and accessible manner.


3. Financial Management
	Key Tasks
(What jobholder is accountable for)
	Key Performance Indicators
(Jobholder is successful when)

	Preparation of budgets and forecasts for areas of responsibility.


Actively manages budget within areas of responsibility.



Attends budget and forecasting meetings.


Contributes to the achievement of the overall Te Manawa budget.
	Budgets are prepared in accordance with directions provided and within required timeframes.

Income budgets/forecasts are met or exceeded.  Expenditure does not exceed budget/forecast.

Takes responsibility for maintaining awareness of key financial policies & procedures - no instances of non-compliance.

Team members and/or other staff are appropriately involved and informed.

Demonstrates good understanding of budget.  Is always well prepared, able to explain variances and provide updated forecasts.  Action points from meetings are addressed in an appropriate timeframe.

Is prepared to make adjustments to own budget/forecast income and expenditure throughout the year to enable the organisation to meet the overall budget.


4. Workshop Supervision
	Key Tasks
(What jobholder is accountable for)
	Key Performance Indicators
(Jobholder is successful when)

	Monitor equipment and machinery to ensure it is up to the standard required for the Exhibition Team to complete their projects.
Assist with compliance to Health and Safety legislation and Te Manawa specific requirements.

Assist with planning and implementation of optimal storage systems for Te Manawa.
	Workshops have appropriate, well maintained equipment and machinery which meets OSH requirement.  

Exhibition Team members are adequately trained to operate appropriate equipment and machinery.


4.
Facilities management
	Key Tasks
(What jobholder is accountable for)
	Key Performance Indicators
(Jobholder is successful when)

	That we have an appropriate physical environment within which to operate.
	No unavoidable building related incidents occur.

No justifiable facilities related complaints are made by visitors.


5. Teamwork
	Key Tasks
(What jobholder is accountable for)
	Key Performance Indicators
(Jobholder is successful when)

	Contributes to sustaining a culture of teamwork that is both professional and enjoyable.
	No justifiable adverse comments are made by other Te Manawa staff.
The Policies of Te Manawa are adhered to.
Team members are aware of and comply with Policies and Procedures.


CORE GENERIC COMPETENCIES:

· Cultural Sensitivity: Have a clear perception of the intent of and commitment to the application of the principles of the Treaty of Waitangi. Take account of cultural sensitivities and needs, and ensure own practice is consistent with cultural requirements. Assist with living and promoting biculturalism at Te Manawa and the implementation of the Access and Engagement of Māori Strategy.

· Customer Service: Effective staff have a belief that service is the rationale for existence.  They are highly committed to providing excellent service to all our stakeholders.  They actively seek feedback on the service they are providing and seek ways to improve the service based on that feedback. They have an intense focus and awareness on the needs of their customers.  They believe and understand that customer service is the responsibility of everyone at Te Manawa.
· Communication: Effective staff communicate their messages in an clear and concise manner to target groups and are aware of the most effective means of communication for their target group.  They display active listening and a desire to understand other people.  They seek clarification and probe for more information when in conversation with other staff or customers.  They use open communication to resolve disputes and misunderstandings.  They look to use the most appropriate communication method to suit the situation.  They actively look to remove communication barriers and seek feedback to ensure they are fully understood.
CORE GENERIC COMPETENCIES (Cont.):

· Business Ethics: Effective staff consistently behave with an excellent level of ethical standards and integrity with other staff, and with stakeholders and people in the community.  They display personal courage and integrity towards difficult decisions which need to be made and make the most appropriate decisions that will benefit Te Manawa.  They consider and implement solutions that best meet Te Manawa’s goals, which at times will be at the expense of personal benefit.  They deal ethically and prudently on all financial matters pertaining to Te Manawa.

Advice offered is professional and unbiased considering the best solution to meet Te Manawa’s needs.  They ensure their decisions are ethical and their treatment of others is equitable.
· Commitment to Innovation: Effective staff demonstrate a desire for continuous improvement for Te Manawa. They develop and facilitate the implementation of innovative strategies through their own and/or others’ innovative ideas that contribute to the improvement of operational systems, processes and approaches. Shows a ‘can do’ and ‘lets do’ attitude.
· Information Technology: Effective staff of Te Manawa have the skill to use modern information technology.  They keep their skills up to date in the use of Microsoft office software and in-house computer systems.  They are confident to try something new and look forward to changes in work practices that incorporate new technology.  They seek opportunities to update their skills in the use of information technology. They seek to use technology to improve work productivity and business processes.
· Team Work: Effective staff have a preference for working in teams and enjoy the interaction and performance of working in teams.  They recognise that the synergy of the people working in teams will outperform a similar number of staff working separately. They are reliable and dependable and focus on achieving excellent results for the team.
· Organisation Achievement: Effective staff use prioritising, planning and action to achieve agreed KPIs.  They deliver results on time, to the agreed standard.  They continually look for, suggest, action, and implement process improvements to make their own operations more efficient and effective.  They ensure their actions are aligned with organisational KPIs. They proactively support other staff to achieve agreed goals. 
POSITION COMPETENCIES:
· Managing Projects: Defines and achieves targets while optimising the use of resources (time, money, people, materials, energy, space, etc) over the course of a project (a set of activities of finite duration).

· Developing and Maintaining Relationships: Proactively develops effective internal/external relationships with key stakeholders.  Works effectively with stakeholders to meet mutual goals and objectives.
· Technical and Professional Knowledge and Skills: Has the required level of technical and professional skill or knowledge in position-related areas.
-
Qualification/membership related to management and/or project management.
-
Proven track record of effective project management.

-
Experience in the leadership & coordination of a team.
-
Financial management experience.

-
Evidence of participation and innovation in a leading edge development.

-
Experience in a community oriented organisation.
· Managing People: Recruits and retains the right employees and then creates an environment which fosters success.  Establishes appropriate performance standards and enables employee’s to achieve those standards.

· Taking Initiative: Proactively seeks out and/or willingly accepts new challenges, responsibilities and assignments.
In addition to the duties laid out in the Job Description you will be required to carry out any other reasonable duties as requested by your manager.
	I acknowledge that I have read and understood the Key Result Areas, Key Tasks and Key Performance Indicators, that I accept them and agree to be bound by them. I acknowledge that I have read and understand the Te Manawa Code of Conduct and I agree to be bound by it.
Signed: 

Dated: 

In the presence of: 

Dated: 



In addition please ensure each page of the Job Description is initialed
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