
 

 

POSITION DESCRIPTION 

TITLE Archivist (Fixed Term Part Time – 20hrs per week) 
DEPARTMENT Chief Executive VERSION DATE 1 

TEAM Chief Executive REPORTS TO Chief Executive 

DIRECT 
REPORTS 

❑ Nil 
INDIRECT 
REPORTS 

❑ Nil 

KEY INTERNAL 
WORKING 
RELATIONSHIPS 

❑ Chief Executive 
❑ Creative and artistic 

personnel 
❑ Senior Management 
❑ All Departments and staff 

KEY EXTERNAL 
RELATIONSHIPS 

❑ Auckland City Archives 
❑ Other arts archives as 

appropriate 
❑ Other public archives as 

appropriate 
❑ Casts and creatives who have 

worked with ATC since 1992 
❑ ATC Directors, current and 

former 
❑ The Theatre Foundation (TTF) 

Trustees, current and former 
❑ Waterfront Theatre Limited 

(WTL) Directors, current and 
former 

❑ Waterfront Theatre Trust 
(WTT) Trustees 

❑ Former ATC staff 
❑ Stakeholders, supporters, 

significant philanthropists 
who have/had relationships 
with ATC 

WORKING 
CONDITIONS 

❑ Based at Balmoral Studios 
❑ Carparking not provided 

KEY SUPPLIER 
RELATIONSHIPS 

❑  

INTERNAL 
MEMBERSHIPS 

❑  
EXTERNAL 
MEMBERSHIPS 

❑  

DELEGATIONS 

The position 
exercises these 
delegations 
under the 
Delegations of 
Authority: 

Clause 3 Manager of Annual Budget Nil 

Clause 5.3 Non-Salary Payments Nil 

Cause 6 Capital Expenditure Nil 

Clause 4.4 Domestic Travel & Accommodation  Nil 

Clause 7 ASB Waterfront Theatre Limited Nil 

Clause 9 Contractual Commitments of 18 months 
Value 

Nil 
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AUCKLAND THEATRE COMPANY 
From the small beginnings of two annual productions and a full-time staff of two, Auckland Theatre 
Company has gone from strength to strength, steadily increasing the number of annual productions, 
establishing dedicated literary, youth arts and creative learning programmes and touring nationally.  As 
the Company grew so to the desire for a permanent home; so, after seven years of fundraising ATC built 
our own $36 million state-of-the-art, five-Green Star-rated theatre in the Wynyard Quarter.  The opening 
of ASB Waterfront Theatre in October 2016 has not only cemented the Company’s reputation as a 
producer of outstanding theatre but also established its place in Auckland’s arts scene and events 
industry as a premier stage of national significance.  

 

After 28 years and 190+ productions, Auckland Theatre Company now boasts an annual subscription 
season of 6-8 works, the Here & Now youth arts festival, extensive creative development work, some 
120,000 annual audience engagements, a suite of arts industry partnerships, rehearsal studios at 
Balmoral and a 670-seat theatre to call home on Auckland’s waterfront that, when taken together, 
represent a national cultural powerhouse. 

 

 

POSITION PURPOSE 
ATC will celebrate our 30th season of performances in 2023. We will be celebrating this milestone in 
many ways, including the commissioning of a book to mark our anniversary. In preparation for this, ATC 
will be conducting a project to review, catalogue, and archive the Company’s records from inception. 
This is a significant project that requires the services of an archivist. ATC has retained business and 
production records since its inception, with varying levels of organisation and administration over the 
years and has made one deposit of records with Auckland City Archives.  

 

The project will culminate in a searchable catalogue of ATC company and production records, the 
creation of a significant theatre archive to deposit with a public archive (preferably Auckland City 
Archive) the digitisation of selected archival records for publication, and the establishment of a records 
and archives policy to ensure future records of archival value are appropriately managed, preserved, and 
retained. Our intention is that the publicly deposited ATC archive will be added to over time, pending 
agreement of Archivist in charge of the public archive and ATC’s Board of Directors. 

 

ATC has been fortunate to receive funding to support this project and is accountable to the funder to 
achieve the project outcomes. 

 

1. WHAT YOU WILL DO…. 
 

SAFETY & WELLBEING 
KEY AREAS KEY RESPONSIBILITIES EXPECTED OUTCOMES 

Wellness 

❑ Proactively take responsibility for self 
and others safety and wellbeing. 

❑ Model exemplary safety attitudes and 
conduct to others. 

❑ Participate in health and safety 
initiatives introduced by ATC. 

❑ Proactively maintain good work life 
balance. 

❑ Adhere to and implement the ATC 
Health and Safety policies and 
procedures. 

❑ Own wellness and safety managed 
and maintained. 

❑ Concerns are proactively raised with 
relevant ATC staff member. 

❑ Work life balance managed 
proactively. 

❑ Support to be successful in this role 
sought as required. 

Safety 

❑ Be mindful of overhead storage of 
files and ephemera, utilising 
appropriate equipment to store and 
retrieve files and ephemera. 

❑ Be mindful of dust and other 
particulates when accessing stored 
files. 

❑ Appropriate equipment is sourced 
and used when accessing stored 
files and ephemera. 

❑ Rolling filing shelves are operated 
safely. 
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❑ Access and move rolling file storage 
shelving safely 

❑ No injuries resulting from 
inappropriate use or failure to utilise 
safety equipment. 

 

PROJECT 
KEY AREAS KEY RESPONSIBILITIES EXPECTED OUTCOMES 

Records and 
Archives Policy 
& Procedure 

❑ Review the records and ephemera 
retained by ATC over the past 28 
seasons and 29 years and develop a 
records and archives policy. 

❑ Ensure policy complies with 
Companies Act 1993, Employment 
Relations Act 2000, and any other 
relevant legislation and/or record 
keeping requirements and national 
standards. 

❑ Prepare an archives and retention 
schedule to govern ATCs records 
management moving forward. 

❑ Prepare the policy for approval by the 
ATC Board of Directors including the 
archive and retention schedule. 

❑ Develop a set of procedures for the 
ongoing management of ATC records 
that ensure their protection and 
appropriate retention for future 
archival purposes. 

❑ Work with ATC staff to support them 
to understand and comply with 
records and archives policy and 
procedure. 

❑ Make recommendations to Senior 
Management, as required, to ensure 
records can be appropriately 
managed and maintained 

❑ A records and archives policy is 
approved by the ATC Board of 
Directors. 

❑ A retention and destruction 
schedule is approved by the Chief 
Executive. 

❑ Clearly understood records and 
archives procedures are developed. 

❑ ATC staff understand what is 
required of them to maintain and 
preserve records for ongoing access 
and archival purposes. 

Public Archive 

❑ Identify an appropriate public archive 
to transfer ATC Archive to. ATC’s 
preference is the Auckland City 
Archive. 

❑ Working with the identified archive’s 
Chief Archivist, negotiate terms for 
deposit of the ATC archive for the ATC 
Board to review and ratify. 

❑ Develop an appropriate set of 
protections for ATC records including 
consideration of which records are 
confidential for a defined period of 
time. 

❑ Establish an ongoing procedure and 
agreement for future deposits of ATC 
archival records. 

❑ Agreement is reached with a public 
archive for a deposit from ATC. 

❑ An ongoing arrangement is made 
for depositing future archives. 

❑ ATC company and production 
records have an agreed set of 
protections. 

ATC Company 
records 

❑ Review ATCs existing records and sort 
according to the approved policy and 
retention schedule. 

❑ Create a schedule of records for 
deposit in the public archive, as 
agreed with the relevant Chief 
Archivist. 

❑ Organise secure destruction of records 
due for disposal that are not of 
archival value. 

❑ For active records, develop records 
management classification schedule 

❑ A retention and destruction 
schedule is developed and applied 

❑ Records are sorted and identified. 
❑ Records or archival value, due to be 

archived, are deposited with the 
chosen public archive. 

❑ Old records are destroyed 
appropriately and according to the 
approved schedule. 

❑ A records management 
classification schedule is developed, 
implemented, and understood by 
staff. 
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to support the ongoing management 
and retention of ATCs records. 

❑ For active records, organise their 
appropriate storage at ATC ensuring 
their ongoing maintenance and 
preservation. 

❑ For active records, develop an easy to 
follow process to facilitate ongoing 
archiving and disposal according to 
the schedule. 

❑ Active records are appropriately 
stored. 

❑ The system for storing and 
disposing of records is easy to 
understand and follow. Procedures 
are established to ensure longevity. 

ATC production 
records 

❑ Work to develop a complete archival 
record of documents and ephemera 
for all ATC productions. 

❑ Store production records 
appropriately to keep them safe until 
they qualify by age to be deposited 
with the public archive. 

❑ Arrange to deposit records that qualify 
by age with the chosen public archive. 

❑ Develop a set of procedures to support 
staff to ensure future productions 
records are appropriately retained to 
create an ongoing complete 
production archive. 

❑ In liaison with ATC artistic personnel 
(current and former) develop a list of 
productions of historic note.  

❑ For productions of historic note, 
identify and attempt to secure records 
relating to that production that may 
be held by other parties for inclusion 
in the deposited archive. 

❑ To the extent that is possible, a 
complete archival record is created 
for each ATC production. 

❑ A list of productions of historic note 
is developed, including criteria for 
adding to it over time. 

❑ Work is completed, to the extent 
that is possible, to gather records 
and ephemera from related parties 
to add to the archival record of 
productions 

❑  of note. 

Digital archive 

❑ Work with the Marketing team to 
expand the digital archive, including 
identifying possible technology 
changes.  

❑ Identify and digitise production 
records and ephemera of archival 
value. 

❑ Create a searchable index of ATC 
company and production archived 
records, identifying those that have 
been digitised. 

❑ Develop a set of protocols to govern 
access to the ATC digital archive, 
including consideration of levels of 
access. 

❑ To the extent that is possible, a 
digital archive is established and 
added to. 

❑ A searchable index of records to 
be/that have been added to the 
digital archive is created. 

❑ Protocols to govern the adding to 
and maintaining the digital archive 
are developed. 

❑ Access protocols for the digital 
archive are developed and 
approved by the Chief Executive. 

 

CORPORATE 
KEY AREAS KEY RESPONSIBILITIES EXPECTED OUTCOMES 

Policy  

❑ Use and comply with Code of 
Conduct, policies, procedures, 
processes, systems and business 
conventions. 

❑ You uphold company policies and 
your behaviours are consistent with 
the Code of Conduct. 

Culture  

❑ Participate, within your comfort 
level, in ATC initiatives to improve, 
develop, and enhance company 
culture including sharing your 
thoughts, ideas and providing 

❑ ATC’s company culture continuously 
improves, lived experiences are 
valued, respected, and 
acknowledged. 
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feedback on your experience as you 
feel able to. 

 
2. WHAT YOU WILL BRING…. 
 

QUALIFICATIONS 
ESSENTIAL DESIRABLE 

Professional post graduate qualification in archives 
and records management or appropriate 
information management qualification 

 

Full driver’s license  

  

EXPERIENCE 

ESSENTIAL DESIRABLE 

At least 10-years archives experience. 
Cultural archive experience, preferably in theatre 
or live performance context. 

At least five-years archives experience in a decision-
making role. 

Awareness and understanding of Te Tiriti o 
Waitangi in relation to records management 
practices. 

Developing retention and disposition schedules that 
comply with New Zealand legislation and widely 
accepted business practice. 

 

Developing and implementing records 
management classification, schedules, systems and 
architecture, and policy. 

 

At least five-years records management experience  

  

SKILLS 
ESSENTIAL DESIRABLE 

High level competency with MS Excel, Outlook and 
Word applications. 

Cultural competency. 

Ability to work independently, set and achieve tasks 
and goals with little direct supervision. 

 

Outstanding personal presentation and grooming 
standards. 

 

Ability to compelling articulate arguments for good 
records management practices and procedure. 

 

Ability to encourage, coach, and cajole people to 
comply with records management and archive 
practices and procedure. 

 

Establish positive working relationships with a wide 
variety of people. 

 

Well developed documentation, writing, and report 
skills.  

  

…END... 

 


