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SKILLS, KNOWLEDGE AND EXPERIENCE 
 
Job Specific competencies: 
, Prince 2 or PMI qualified or another recognised qualification / membership / advanced 

training in project management 
, 10 plus years senior project management experience  
, Proven ability to deliver complex, multidisciplinary projects on time and to  budget with 

widely accepted results 
, Proven project analysis skills (the monitoring of progress in key results areas and to 

deadlines, risk and issue management, ensuring delivery of performance standards) 
, Excellent planning and organising skills 
 
Experience in external supplier/contractor management to include: 
- Preparation of written design briefs, product or content supply briefs etc 
- Managing Requests for Information (“RFI”) and Requests for Proposals (“RFP”) / tender 

processes 
- Drafting and negotiating contracts  
- Proven contractor and supplier management. 
 
Exhibitions budget management experience to include: 
- Developing cost plans and cash flows; 
- Maintaining expenditure control; 
- Preparing budget reports. 
 
Relationship management skills to include: 
- Managing complex delivery teams and multiple external contractors; 
- Demonstrated ability to build and maintain formal and informal teams and relationships 

across formal and informal lines of accountability 
- Understanding of appropriate communication requirements on tikanga, iwi and 

museological matters; 
- Competence as a negotiator and facilitator 
 
High level of competence in, Microsoft Project, Excel, Word, Outlook 
 
 

Desirable 
- Experience in the development of exhibitions and/or projects with iwi and other 

community groups 
- A track record as a consultant or contract project manager 
- Experience in organising inward and outward freight and customs documentation and 

clearances 

 
GENERIC COMPETENCIES 

Being Accountable 

Being accountable is taking responsibility for the delivery of the work you are involved in, and 
maintaining integrity and ethical standards. 
� puts the interests of Te Papa first, ahead of their own and their team’s interests 
� holds others accountable for delivering on their promises and commitments 
� publicly supports organisational decisions, even if they held a different view before the 

decision was reached 
� manages resources and people effectively to achieve results 
� actively identifies areas of learning for self and others 
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Building Relationships 
Building Relationships is working to build or maintain ethical, friendly, warm relationships or 
networks of contacts with people who are, or might someday be, helpful in achieving work-
related goals. 
� motivates, encourages and sustains the co-operation of others 
� models good relationship management practices 
� takes responsibility for repairing dysfunctional or damaged relationships 
� assists others to build relationships and networks 
� makes it easy for others to work with them and their team 
 

Customer Service 
 “Customer Service” is the desire to help or serve others, to meet their needs.  It means 
focusing one’s efforts on discovering and meeting the consumer or client’s needs. 
“Customer” includes internal and external colleagues, clients, visitors, or anyone that the 
person is trying to help. 
� encourages a customer service ethic  
� works with internal and external stakeholders in ways that positively grow Te Papa’s 

reputation 
� leads a customer centred approach to decision-making 
� uses knowledge to think through what would be best for the client, and acts accordingly 
� understands the viewpoint and objectives of different customers and how these can, at 

times, conflict with the interest of the organization 
 

Communicating Effectively 
Clear and confident communication and presentation of information in ways that are 
appropriate to the audience. 

� works to achieve buy-in from others by taking the time to communicate ideas clearly 
� is confident and articulate in presenting information and arguments in a range of forums 
� uses analogies and examples familiar to the audience to clarify points and concepts, 

maintains interest, and evokes desired responses 
 

Management 
� constructively deals with under-performance 
� sets challenging objectives for self and others 
� constructively removes obstacles that get in the way of others achieving objectives 
� delivers honest and constructive feedback to others 
� creates an environment of openness, trust and knowledge-sharing 
� promotes co-operation and collaboration, and develops staff in order to ensure Te 

Papa’s ongoing achievement 
� provides effective and efficient management of physical and financial Te Papa resources 
� drives process improvement 
� manages stakeholder expectations through quality relationships 
 


