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Thamesmead Community Archive Manager  
Freelance part-time role for 12 months 

 

Job Description 

 

We are looking for someone with a passion for archives and local history to set up and 

manage the first Community Archive for Thamesmead. The development of the archive has 

been funded by a generous grant from Heritage Lottery Fund, and will form a key part of 

Thamesmead’s 50th anniversary programme and Thamesmead’s cultural strategy.  

Peabody, in partnership with the Royal Borough of Greenwich and the London Borough of 

Bexley, has embarked on an extensive regeneration programme for Thamesmead in South 

East London that will span 30 years, build thousands of new homes and support both 

existing and new communities. Throughout this process we recognise the importance of 

preserving and celebrating local history, and reinforcing Thamesmead’s unique identity. 

The post will be a part-time freelance contract with a set fee for 12 months. The post holder 

will be responsible for setting up the archive and its processes, recruiting and managing 

local volunteers, commissioning artists for heritage projects, and commissioning a new 

website to host the extensive archive online. The post holder will be a key part of the 

Thamesmead Culture team which is part of the Thamesmead Regeneration Directorate for 

Peabody. The post holder will report to the Head of Cultural Strategy for Thamesmead and 

be supported day to day by the Cultural Programme Coordinator. 

 

Role profile 

Length of contract:  September 2018 - August 2019 

Reporting to:  Head of Cultural Strategy for Thamesmead, Peabody 

Responsible for: Setting up archival processes, recruiting and managing volunteers, 

commissioning artists, website developers, heritage professionals and 

other external contractors as required. 

Freelance fee: £20,000 for the term of the contract. Inclusive of all expenses and 

VAT. Applicants should specify how many days per week or month 

they can offer for this fee. 

Working location: Peabody, 212 Yarnton Way, Thamesmead, DA18 4BW 



Purpose of the role 

The role will drive and deliver the activity plan as submitted to the HLF enabling people to 

learn about and experience Thamesmead’s modern heritage, as well as contributing their 

own materials to this new community resource. 

The post holder will deliver an exciting programme of engagement activities funded with 

assistance from HLF and Peabody, centred on this significant heritage of Thamesmead as 

‘London’s first New Town’. 

 

The key deliverables of the HLF bid are to: 

 

• Collect original materials from the community to form part of the archive, most of 

these will be digitised surrogates, some of these may be physical materials donated 

to the archive 

• Manage the scanning of historical material, both by volunteers on in-house scanners 

and professional scanning for more delicate materials and negatives 

• Manage the preservation of physical and digital material 

• Set up all processes to manage copyright, permissions and cataloguing of the 

collected materials, whether digital or physical 

• Commission a new history/archive website, including the online hosting platform 

and website designers and developers, and direct how content should be organised 

and displayed online 

• Work with our appointed virtual reality specialists to add a history layer to our 

existing virtual reality model of Thamesmead 

• Arrange training for local residents in recording oral histories 

• Liaise with the Thamesmead Arts and Culture Office (TACO!) who have been 

appointed to develop an exhibition on the history of Radio Thamesmead and include 

historical programming in their community radio which goes live in October 2018 

• Commission an artist(s) to engage with harder to reach communities and collect 

their stories and histories of Thamesmead 

• Work with the archive volunteers to curate temporary exhibitions about 

Thamesmead’s history using materials from the local community, and drawing on 

the materials held by Bexley Local Studies and Archive Centre, the London 

Metropolitan Archive and the Royal Greenwich Heritage Trust, all of who are 

partners in the project 

• Commission artist(s)/photographer(s) to document two buildings prior to demolition  

 

The post holder will be accountable to Head of Cultural Strategy for Thamesmead for the 

delivery of these activities, ensuring the project is kept within budget and programme.  

The post holder will liaise with and support the diverse stakeholder and community 

relationships required to deliver the activity plan. 



Ensuring health and safety and welfare issues are communicated effectively, the post holder 

will fulfil their duties in accordance with relevant Peabody policies and procedures. The post 

holder will also be committed to equality and diversity whereby fellow employees, 

customers, partners and volunteers feel respected, included and valued. 

 

Historical context 

The archive will focus on the last 50 years of Thamesmead’s residents and architecture. This 

unique story of Britain’s modern heritage started with a ground-breaking utopian 

masterplan and resulted in a unique urban environment, characterised by pioneering 

housing and innovative public spaces, which were built by the GLC in the late 60s, with the 

first residents moving in on 3 July 1968. 

The 1966 masterplan for Thamesmead was never fully realised due to a multitude of factors. 

Many thought the proposal to build on Thamesmead was risky, because of the problems 

involving land reclamation, building on peat, pollution from the nearby sewage works as 

well as heavy industry and incineration on both sides of the river. But the architecture of 

Thamesmead was unique in overcoming the challenge of marshland by raising 3 miles of 

riverbanks, building a new central pumping station and incorporating the sites five lakes 

into the design. 

Thamesmead’s iconic architecture has been home to many diverse communities over the 

last 50 years. The core ethos of Peabody is to put the community at the heart of large scale 

regeneration of Thamesmead, which aims to complete the aspirations of the original 

masterplan and create London’s new town. This community archive will capture the 

remarkable resident stories of the last five decades, and will actively continue to 

archive the town’s transformation over the next 20 years. 

Any physical presence of heritage in the community currently relates to the Royal Arsenal 

with little or no reference to the last 50 years of residential development. This is an 

opportunity to recognise the significant architectural achievements and diverse social fabric 

that has created a rich cultural heritage which needs to be preserved and celebrated. 

A number of residents have already come forward with large quantities of original 

negatives, official GLC architectural photographs, unique maps, rent books, newspaper 

cuttings, personal photographs which would all be scanned, archived, organised and made 

available to the wider community through various activities, exhibitions and a new archive 

website. 

 

Kay accountabilities and duties 

1.  Provide day to day management, direct oversight of the Activity Plan and 

management of the delivery partners 

2.  Manage the project’s compliance within the agreed budget and outcomes for the 

Activity Plan, including monthly forecasting, liaising with Head of Cultural Strategy 

for Thamesmead, external contractors and internal staff as required 



3.  Commission and manage all contracted consultants and delivery organisations to 

deliver agreed Activity Plan outcomes 

4.  Complete and submit timely project monitoring reports to Head of Cultural Strategy 

for Thamesmead, in line with funder requirements 

5.  Advocate for the project and champion the Activity Plan promoting the project to all 

audiences and acting as a central point of contact for project communications 

6.  Maximise marketing and communications opportunities 

7.  Manage evaluation commission and support on-going evaluation and documentation 

of the project to meet funder requirements 

8.  Work with the partners and supports, seeking new funding and support in kind 

where possible / needed 

9.  Ensure smooth, well developed and maintained stakeholder relationship 

management of Bexley Local Studies and Archive Centre, Greenwich Heritage Trust 

other local stakeholders 

10.  Work with the community, schools, volunteering, marketing and administration 

teams within Peabody 

11.  Support coordination of volunteer activities and lead by example, encouraging 

volunteers to take responsibility for safety of colleagues, themselves and customers 

12.  Develop appropriate marketing and promotional materials as needed 

13.  Work closely with Bexley Local Studies and Archive Centre to collect, conserve, 

promote and interpret archive material collected from the local community 

14.  Promote the successes and progress of the Activity Plan using a range of methods 

including Peabody’s online platforms and printed materials. 

15.  Co-ordinate and deliver activities and events 

16.  Comply with Peabody’s Safeguarding and Health and Safety policies 

 

Skills/experience required: 

Education and Qualifications 

1. Educated to degree level or equivalent in relevant subject 

2. Post-graduate qualification in Archives or Records Management 

 

Experience, knowledge and understanding 

3. Demonstrable track record in community engagement management activity with 

planned outcomes 

4. Experience of successful project management  

5. Relevant experience of site based and digital interpretation 

6. Experience of budget management and control  

7. Experience of co-ordinating contractor and partnership agreements 

8. Experience of working with archive / library departments within local authorities 

9. Experience of recruiting volunteers and supporting volunteer programmes 



10. Knowledge of Thamesmead and wider area  

11. Experience of partnership working with public, private and voluntary sectors 

12. Experience writing press releases and marketing material (Including social media) 

13. Experience in heritage and public settings developing and delivering heritage 

activities 

14. Proven experience of working with various communities including young people 

 

Skills 

15. IT skills 

16. Strong communication skills 

 

Application details 

Applicants are required to submit a covering letter and CV to:  

Lisa Drew: lisa.drew@peabody.org.uk  

 

Using the Job Description and skills and experience required the covering letter needs to 

include the following: 

a.  Current/most recent role outline, responsibilities and achievements 

b.  Career relevance to the Archive Manager role 

c.  Experience of other similar projects 

d.  Approach to delivering ‘50 Years On Thamesmead: Thamesmead’s Community 

Archive’  

e.  Fee specification, detailing how many days per week or month would be provided 

for the £20,000 fee 

f.  Contact information of two referees (including current/most recent role) 

 

Deadline for applications: 9am 3rd September 

Interviews: Wednesday 12th September 2018 

Start date: Immediate / end of September 
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