
 

POSITION DESCRIPTION 

Position Title: Digital Preservation Manager  

Directorate: Collections & Research 

Job Status: Permanent and Full-Time 

Reports To: Head of Collection 
Information and Access  

Direct Reports: N/A 

Date: May 2022 

Job Purpose 

 

This role is responsible for the planning, coordination and management of Auckland Museums 

digital resources. The Digital Preservation Manager will advocate for the strategic development 

of expertise in digital preservation and champion digital preservation issues within the Museum.  

 

This role will support all collection teams in the management of digital assets and work alongside 

ICT and digital colleagues to develop best practice policies for the organisation. 

 
 

Job Context 

 

Auckland Museum has invested heavily in its Collections Readiness programme in recent years 

including a world-leading Collection Imaging project delivering hundreds of thousands of new 

images, objects, stories and research opportunities to the world via the internet. The Digital 

Preservation Manager will lead the next phase of digital preservation in the newly formed 

Collection Information and Access department. 

 

The department is responsible for the end-to-end digital lifecycle of collection information 

prompting enquiry, inspiration and research. The department is tasked with innovating and 

developing the future of museum digital practice in how we use and reuse museum information. 
 

 

Relationships 

External Relationships 

• Technology partners 

• National and International Bodies (such as NDF, IIPC, NZPCC) 

• National museums and wider Galleries, Libraries and Archives sector 
 

Internal Relationships 

• All internal departments 
 

Key Tasks and Expected Results: 

Digital Preservation 

• In consultation with the Collections and Research and ICT Heads of Department, lead the 

implementation of, and ensure the delivery of, the Digital Preservation Strategy. 

• In partnership with the Collections and Research and ICT Heads of Department, lead the 

regular revision of the Digital Preservation Strategy including consultation with the museum’s 

ICT, Conservation and Documentary Heritage staff and external stakeholders. 
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• Maintain a “helicopter view” of born digital and digital preservation operations within the 

museum and actively seek opportunities for collaboration. 

• As part of the Digital Preservation strategy lead the development, documentation, 

implementation, and maintenance of policies and standards for digital preservation including 

digital preservation plan, digital preservation policy, workflows, documentation, and archival 

storage plan. 

• Work with Collections staff to prepare, process and manage digital materials. 

• Develop processes for the routine acquisition, preservation, and access of born-digital 

materials. 

• Advise on formats, methods of transfer, receipt and storage; process digital materials using 

appropriate systems/software 

• Collaborate and communicate with curatorial, conservation and collection areas to ensure 

digital materials remain accessible and available. 

• Develop a communication strategy for digital preservation, to build a strong culture of 

ownership and good practice 

• Work to develop a network of external experts and colleagues to share knowledge, 

encourage skill sharing and communication about digital preservation within the local sector 
  

Digital Asset Management 

• Have operational oversight of Auckland Museum’s Digital Asset Management System 

(DAMS) on behalf of all business users. 

• Work closely with and support ICT colleagues as they administer the infrastructure and 

system administration of the DAMS product for the museum. 

• Work alongside internal and external stakeholders to ensure best practice is adhered to for 

management of Auckland Museum’s digital collections 

• Manage large volumes of digital asset transfer; ingestion and other digitization workflow 

processes as required 

Digital Capability  

• Uses best practice knowledge management processes for the creation, retention and 

distribution of digital content and assets, making them searchable, shareable, usable, and 

relevant across multiple digital channels 

• Keep current with developments in research libraries and new developments in information 

technology. 

Develop self for current and future employment 

• Knowledge and skills are developed and maintained for competent performance of current 

position. 

• A personal development plan is developed and maintained. 

Ensure a healthy and safe work environment 

• Understand and exercise their health & safety responsibility according to health & safety 

legislation. 

• Understand and adhere to emergency and evacuation procedures. 

• Participate in annual health and safety audit of work. 

• Identify and report hazards, consistent with Museum policy and procedures. 
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Cultural awareness  

• Proactive awareness and engagement with a wide range of cultures and associated protocol 

and traditions within Auckland, with particular reference to the Māori Dimension (He Kōrahi 

Māori) and Pacific Dimension (Teu le Vā). 

• Understand and demonstrate the principles and practice of the Treaty of Waitangi and the 

implications for the work of the Museum. 

• Demonstrate a thorough understanding of the Museum’s specific obligations in Auckland’s 

cultural landscape in a post-Treaty Settlement era. 

 Skills, Knowledge and Competencies 

Essential Knowledge & Experience: 

• Minimum five years’ experience, knowledge and skills associated with data management and 

media ingest processes and best practise, delivering to diverse and complex projects  

• Museum experience highly advantageous  

• Demonstrated knowledge of co-ordinating projects with proven ability to execute project 

development, design and delivery within schedules and budget  

 

Competencies: 
• Strong leadership skills and personal capability that allows for influencing colleagues to 

support an overall strategy  

• Ability to lead and inspire an internal team, external technical partners and the wider 

museum community with the opportunities that collection imaging presents  

• Ability to quickly build credibility and influence a wide variety of internal and external 

stakeholders 

• Demonstrated interpersonal and team building skills, with superior relationship and 

stakeholder management skills  

• Demonstrated skills in change and risk management as part of project delivery  

• A participative and democratic style; enjoy drawing out the best in others. Open, friendly and 

effective communication style with team members, clients, contractors and managers 

• Expert meeting management skills  

• Articulate: good at thinking on your feet, an easy communicator and able to sell your ideas  

• Strong interpersonal, written and oral communication skills, with a keen attention to detail  

• Proven analytical, mediation and problem-solving skills  

• Proven computer competence, including to an advanced level with Microsoft products, 

Adobe’s Creative suite, relevant graphical, analytical, data management and digital asset 

management tools.  

 

Personal Attributes: 
• Highly self-motivated and directed  

• Curious: Ask questions, not accept the obvious, enjoy doing research 

• Must have the availability to work flexible hours including evenings, holidays and or 

weekends as required  

 


