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‘From the Grassroots’ Oral History Project Co-ordinator

Further particulars and job description
18 month P/T fixed term contract at £23,352 p.a. (pro-rata)
The History of Parliament is seeking to recruit a co-ordinator for an oral history project funded by the Heritage Lottery Fund. The appointment will be part-time (0.6 FTE) and will be for 18 months on a fixed term contract.  The position will be based at the Devon Heritage Centre, Exeter, but the successful applicant will be employed by and liaise closely with the History of Parliament based in London.
The successful candidate will co-ordinate the HLF-funded project ‘From the grassroots: An oral history of community politics in Devon’. The project aims to create an oral history collection of people involved in local politics in Devon from the Second World War until the present day. It is an extension of our current oral history project, more information about which can be found at: www.historyofparliamentonline.org/research/oral-history. The candidate will be responsible for coordinating all aspects of the oral history project including recruiting and supervising volunteers, organising events, creating materials based on the interviews to share online and for use in a temporary exhibition and publicising the project online and in social media.

Project Summary
‘From the grassroots’ will create a sound archive dedicated to local politics in Devon and share it with the people of the county. Politics is often considered ‘remote’ from ordinary people; by collecting the memories of those often overlooked – Councillors, party activists, campaigners – to build a more complete picture of Devon’s rich political history as told by the participants themselves, we will help the wider community to connect with and learn about their political heritage.  At the end of the 18-month project, the local impact on Devon’s political heritage will be preserved in local archives.

‘From the grassroots’ will:

· train local volunteers in key heritage skills, such as oral history techniques, archiving and digital storytelling (our volunteers will have the opportunity to use these skills in interviews, archiving roles and creating digital and written materials for the website and exhibition);

· collect memories from those involved in local politics from 1945 onwards and archive them locally;

· re-interpret Devon’s political heritage including the vital role of local people;

· share this heritage with the wider community and help them learn about and engage with their political past through a website, a programme of events, a schools scheme and a travelling exhibition.

The post of Project Co-ordinator for

‘From the Grassroots: An Oral History of community politics in Devon’

Job description

Reporting to: Emma Peplow, Web and Communications Officer, History of Parliament (HOP) (project leader)
Key relationships: the Director (HOP), Research Associate (HOP – responsible for the HOP’s national oral history project); Community & Education Development Officer (Devon Heritage Centre – onsite mentor); other partners (Plymouth University, Plymouth & West Devon Record Office); volunteers; local historical and political associations
Roles and responsibilities: 

· Overall co-ordination of the oral history project; 
· Organising interviews, creating materials and organising events as scheduled;

· Recruiting and managing a team of volunteers who will undertake interviews and assist in the creation of materials, organising training for the volunteers;

· Helping to organise interviews, assisting with desk research on interviewees, ensuring all interviews are properly documented;

· Regularly updating website and creating written and audio-visual material to publish online, including editing articles written by others;

· Managing the project’s social media presence and helping to publicise it in the local press and broadcast media;

· Organising temporary travelling exhibition and managing contractors involved in developing exhibition and online materials for schools;

· Organising various events in conjunction with the project, including talks, training days, witness seminars;
· Keeping accurate and up-to-date records as required by the project leader and report regularly to her, maintain good relationships with all project partners.
Person specification
	Qualities/skills
	Essential
	Desirable

	Education/

Qualifications
	A good first degree in British history or a related subject, and/or knowledge of and interest in post-1945 British political history, preferably in Devon.  


	Postgraduate work in history, oral history, museum or archival skills.



	Experience, Knowledge and Skills
	Experience in managing heritage projects, preferably in oral history and/or funded by the HLF.
Understanding of oral history methods and practice; previous experience using or creating oral history, including cataloguing.

Experience of recruiting and supervising volunteers.

Excellent organisational and management skills and the ability to meet deadlines.
Excellent communication skills, both oral and written, and an ability to write well for different audiences. Good IT skills.
Ability to work well on your own initiative.

Ability to work within a team and manage partnerships.

Full UK driving licence.

	Previous experience of working on or with exhibition design or producing materials for schools.

Experience organising events.

Skills in audio and visual editing, previous experience editing website content and managing social media.
Experience with monitoring and recording projects.

Awareness of relevant Health and Safety issues related to the position.




This appointment is for a fixed term of 18 months commencing on point 21 of our pay scale (currently at £23,352 based on a full time working week of 35 hours).  The position is part-time (0.6FTE) and the salary will be pro rata the full time equivalent.   There will be a probationary period of one month from commencement. The post carries eligibility to join the Universities Superannuation Scheme.  Annual leave is 18 working days excluding public holidays (full-time equivalent is 30 days).  The post will be based at The Devon Heritage Centre, Great Moor House, Bittern Road, Sowton, Exeter. The post-holder should reside within reasonable travelling distance of the office.

Application

If you would like to discuss any aspect of the appointment please contact Emma Peplow on 020 7467 9824 or by email to epeplow@histparl.ac.uk. Further information on the History and its staff can be found on our website at www.historyofparliamentonline.org/about. 
To apply, please send the following:
· a completed application form (available below);

· a covering letter describing why you feel you would be suitable for the role;

· your current CV; 
· a summary, no more than 500 words long, on ‘A strategy to recruit and engage volunteers for From the Grassroots’

by email to epeplow@histparl.ac.uk by Tuesday 10th September 2013.
Shortlisted candidates will be invited to interview on Tuesday 1st October 2013 and will be asked to give a presentation. If you have heard nothing from us by the end of September you should assume that your application has been unsuccessful. We expect the role to begin in October 2013, or as soon as possible thereafter.
CONFIDENTIAL
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Please complete the form in full in black ink or type.  

	Post applied for
	‘From the grassroots’ project coordinator
	Section
	n/a


	Where did you learn of this vacancy?
	




	PERSONAL DETAILS


	Surname
	
	Title
	


	First names
	
	Date of Birth
	


	Full address
	
	Telephone
	

	
	
	Home
	

	
	
	
	

	
	
	Work
	

	
	
	
	

	
	
	Mobile
	


	Email
	


	Do you need permission to work in the UK?   Yes
	
	    No
	


	If yes, please give details
	




	EMPLOYMENT HISTORY

	Name and address of employer
	Dates  (month and year)
	Position held

	
	
	


	Current salary
	£
	Notice required
	




	REFEREES


Please give names and addresses of two referees (academic and/or most recent employer(s) stating current post and capacity by which known to you.  *Please indicate whether we may contact each referee prior to interview

	1.  Name
	
	
	


	     Address
	
	Tel
	

	
	
	
	

	
	
	Fax
	

	
	
	
	

	
	
	Email
	

	Post
	
	
	

	Capacity 
	
	*Contact?
	Yes/No


	2.  Name
	
	
	


	     Address
	
	Tel
	

	
	
	
	

	
	
	Fax
	

	
	
	
	

	
	
	Email
	

	Post
	
	
	

	Capacity 
	
	*Contact?
	Yes/No



 I hereby declare that the information given in this application is true to the best of my knowledge and belief and may be used for the purposes of processing my application.  I understand that it is subject to the Data Protection Act 1998 and will be treated as confidential  and not revealed to any unauthorised source.

	
	
	
	

	Signed
	
	Date
	

	
	
	
	


Failure to disclose relevant details or a deliberate attempt to falsify information may lead to dismissal.
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