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The Hold – Project Coordinator 

 

 

JOB AND PERSON PROFILE FOR: 
 
The Hold – Project Coordinator1 

 
Job Reference:  

  Job Family:   

Grade: 7 

Directorate: Resource Management 

Location: The Hold 

Hours per Week: 37 

Main Purpose of the Job 
Suffolk County Council (Suffolk Record Office - SRO) and the University of Suffolk (UoS) have formed 
a partnership to deliver an exciting new heritage facility called The Hold. More than just a building, 
The Hold is an engine driving the transformation of the SRO into an Archive Service for the 21st 

Century. We require a Project Coordinator to help deliver our vision for combining heritage with 
community engagement and education: 

 
The Hold, a partnership between Suffolk Record Office and the University 
of Suffolk, will introduce, inspire, and interpret Suffolk’s rich archival heritage 
in new and engaging ways, through creating a much-needed, new Record 
Office near Ipswich Waterfront and a reshaped service that engages 
communities across the county. 

 

A new flagship building will give the bulk of Suffolk’s records a new, fit-for- 
purpose home and provide learning facilities within a unique visitor attraction 
in the vibrant Waterfront area of England’s oldest, continually occupied 
town. The Hold will support sustainable partnerships with communities, 
learners and researchers, enabling collections to be accessed by a larger, 
more diverse range of users. 

 

Our marvellous collections contain material of national and international 
significance: we intend to reveal these treasures to new audiences. With the 
900th anniversary of our oldest document approaching, The Hold will launch 
people, young and old, on new voyages of discovery. 

 
 

The post holder will have overall responsibility for the Heritage Lottery Funded project to deliver The 
Hold. The project has a budget of approximately £20m and will deliver an innovative programme of 

 
 

1 This is a continuation of the post created in the Development Phase of the project. Their responsibilities will 
continue in the Delivery Phase until the appointment of the Strategic and Commercial Manager 
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conservation, community engagement and learning opportunities. The job will involve managing 
project staff and consultancies, delivering project targets, leading community engagement, 
overseeing the capital works programme, maintaining key stakeholder relationships and reporting to 
the Heritage Lottery Fund and internally to the Heritage Programme Board. 

The post holder will: 

• Coordinate all aspects of the project during its Delivery Phase, including recruitment of new 
staff and appointment of external consultants 

• Together with the Record Office Manager, Funding Officer and the Suffolk Archives 
Foundation, implement fundraising activity during the Delivery Stage of the project 

• Represent the project to, and develop relationships with, partner organisations, communities, 
and stakeholders 

 
Key Relationships 

• Reports to Head of Economic Development 
• Project Group, Activity Plan Steering Group, Heritage Programme Board 
• Archivists, Conservator, Collections, Searchroom Services and frontline managers 
• Suffolk County Council Service Directors 
• Heritage Lottery Fund and other funding bodies 
• Local, regional, and national strategic partners e.g. The National Archives, communities and 

volunteers 
• Direct Reports for this phase 
• Suffolk County Council Procurement, IT, HR, External Funding and Finance Workstream 

Leads 
• Project Manager and Technical Advisors (Concertus) and externally appointed Design Team 

(comprising various disciplines) and Building Contractor 
• Non-construction Delivery Phase consultants 

 
Main Activities and Responsibilities 
Leading a project team and working collaboratively with colleagues, you will undertake the following 
tasks: 

Project Coordination 

• Coordinate all aspects of the Delivery Phase project implementation 
• Lead the Project Group in ensuring project work-streams are effectively resourced and 

managed, and that the project stays on track 
• Produce regular project highlight reports for the Heritage Programme Board and other 

internal clients within the County Council, including elected members 
• Devise and implement ways to maintain effective communications with project partners and 

produce briefs, reports and presentations to support this 

Capital Works 

• With Project Manager, oversee Design Team in progressing building proposals through RIBA 
Stages 4-7 

• With Project Manager, oversee Building Contractor and their team in delivering the 
construction programme on budget and to time 

Activity Plan 
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• Responsible for recruitment of the Community and Learning Officers who will implement the 
Activity Plan, and initial line management thereof 

• Responsible for first phase of volunteer recruitment for Activity Plan implementation 

People Management 

• Recruit, supervise and evaluate external consultants for ACE Art Project and project 
evaluation 

• Recruit and initially line manage the Volunteer Engagement Coordinator 
• Working closely with the Suffolk Archives Foundation and Record Office Manager, deliver 

identified Delivery Phase fundraising activities, including attracting major donors and 
corporates 

• Build mutually beneficial networks and partnerships with other heritage organisations, 
community groups, volunteers, and others to progress the implementation of the Activity Plan 

• Liaise with UCS course leaders and Heads of Department to finalise a sustainable 
programme of student placements, work experience, informal volunteering, and “live 
projects” in relation to the project’s Delivery Phase and beyond 

Financial 

• Manage project budget of approximately £20m, allocating financial resources to secure 
project delivery within established targets 

• Test Round 1 Business Plan and develop initial marketing proposals 
• Produce financial reports for internal clients within the County Council as required 
• Ensure compliance with SCC and HLF financial rules and procedures 
• Make grant drawdown claims to HLF, ensure effective use of project funds and that all 

available funding is received by Delivery Phase closure and final 10% 

Strategic and Commercial 

• Test Round 1 Business Plan and develop initial marketing proposals 
• Recruit Strategic and Commercial Manager and Marcomms Officer 

 
Level of Autonomy and Decision Making: 
This post reports to the Head of Economic Development. The post holder works autonomously, but 
within recognised guidelines, making frequent, high level decisions and referring to the Head of 
Economic Development for advice on policy and budget issues. 

 
Current Objectives for the Job: 
The immediate objectives for the job are: 

• Recruitment and induction of the staff and consultancies required for the Delivery Phase 
• Preparation of the Building Contractor and Design Team for construction programme to 

commence 
• Assisting SRO with project managing the decant of collections 
• Ensuring initial activities for the Activity Plan implementation are suitably resourced 
• Managing stakeholder relationships and communications about the project 

 
Unique Appeal of the Job 
This is a unique opportunity to play a highly significant role in delivering an exciting new heritage 
facility for Suffolk. 
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It will require highly effective interpersonal and managerial skills to develop the Round 2 bid 
(including a sustainable Activity Plan), define targets and measures, and do so while working 
effectively and persuasively with partners and stakeholders within and external to the Council. 

It will be a pressured, but rewarding role, working with a service seeking to transform its heritage 
offer to communities and users and sustain that change in the long term. 

 
Person Profile 

 

 
Essential Desirable 

Education & 
Qualifications 

• Educated to degree level or equivalent 
academic qualification in a relevant area, 
such as cultural heritage, archaeology, 
museum management, or community 
engagement 

• Project Management 
Qualification (e.g. 
Prince 2 or similar) or 
equivalent through 
experience 

• Media training 

Specialist 
Knowledge & 
Skills 

• A sound knowledge of Heritage Lottery 
Fund priorities and outcomes 

• Excellent knowledge of Microsoft Office, 
including Word, Excel and Outlook 

• Able to manage projects, involving 
multiple stakeholders within deadlines 

• Extensive knowledge of relevant heritage 
and non-heritage stakeholder groups and 
external funding sources 

• Ability to read modern and historic maps 

• Sound knowledge of 
Suffolk, its history and 
organisations 

• Sound knowledge and 
use of CALM or similar 
databases 

• Sound knowledge of 
Geographic Information 
Systems (e.g. ArcView, 
MapInfo) 

Interpersonal & 
Communication 
Skills 

• Ability to support and mentor staff and 
volunteers 

• Ability to forge and lead effective teams 
• The ability to negotiate and influence 

funding bodies to secure external funding 
• Well-developed communication skills to 

communicate ideas, visions and guidance 
at all levels including external partners, 
stakeholders, volunteers etc. 

• Ability to advise others, including senior 
staff and councillors, on project related 
developments 

• Highly developed time and project 
management skills 

• Ability to foster collaboration and 
knowledge sharing to meet project 
objectives 

• Ability to lead change 
programmes 

• Ability to write press 
releases 
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Relevant 
Experience 

• Extensive experience of working with 
relevant client groups, partners, 
volunteers etc. 

• Extensive project management 
experience 

• Extensive experience working in a 
relevant heritage area e.g. archives, 
archaeology, museums 

• Extensive experience of managing staff 
and work force planning 

• Extensive experience managing large 
project budgets 

• Experience of 
developing large bids to 
external funders 

• Experience of local 
authority working 

Additional 
Requirements 

• Knowledge and ability to demonstrate 
commitment towards equality, diversity 
and inclusion issues 

• The ability to make independent 
decisions to identify problems and to 
agree and apply innovative solutions and 
take appropriate action 

• To listen and apply creative thinking, 
empathy and new ideas to bids to deliver 
improved services 

• Ability to continually improve systems of 
working and implement improvements 

• Demonstrable strong commitment to 
public service, high standards of integrity, 
honesty and sensitivity 

• Excellent customer care skills 
• Full UK driving licence and access to a 

reliable vehicle 

 

 
If you have a disability or long term illness that otherwise prevents you from meeting any of the 
essential criteria, please contact us to discuss whether a reasonable adjustment can be made. 

Telephone: 08456 053000 

Email: recruitment@csduk.com 

mailto:xxxxxxxxxxx@xxxxx.xxx
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JOB AND PERSON PROFILE FOR: 
 
The Hold - Strategic and Commercial Manager 

 
Job Reference:  

  Job Family:   

Grade: 7 

Directorate: Resource Management 

Location: The Hold 

Hours per Week: 37 

Main Purpose of the Job 
Suffolk County Council (Suffolk Record Office - SRO) and the University of Suffolk (UoS) have formed 
a partnership to deliver an exciting new heritage facility called The Hold. More than just a building, 
The Hold is an engine driving the transformation of the SRO into an Archive Service for the 21st 

Century. We require a Strategic and Commercial Manager to help ensure the sustainability of our 
service-wide vision for heritage, community engagement and education: 

 
The Hold, a partnership between Suffolk Record Office and the University 
of Suffolk, will introduce, inspire, and interpret Suffolk’s rich archival heritage 
in new and engaging ways, through creating a much-needed, new Record 
Office near Ipswich Waterfront and a reshaped service that engages 
communities across the county. 

 

A new flagship building will give the bulk of Suffolk’s records a new, fit-for- 
purpose home and provide learning facilities within a unique visitor attraction 
in the vibrant Waterfront area of England’s oldest, continually occupied 
town. The Hold will support sustainable partnerships with communities, 
learners and researchers, enabling collections to be accessed by a larger, 
more diverse range of users. 

 

Our marvellous collections contain material of national and international 
significance: we intend to reveal these treasures to new audiences. With the 
900th anniversary of our oldest document approaching, The Hold will launch 
people, young and old, on new voyages of discovery. 

 
 

The post holder will lead the SRO Management Team to develop a customer focused service, 
embedding audience engagement and commercial activity principles across the whole workforce. 

They will plan and direct SRO’s strategic and long-term goals. They will have a particular responsibility 
for planning the SRO’s commercial activities and helping the Management Team ensure the long- 
term sustainability of the service. 
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Key Relationships 
 

• Reports to the Head of Economic Development, Resource Management Directorate 
• SRO Management Team 
• Direct reports (Community & Learning Officers x 2, Volunteer Engagement Coordinator, 

Funding Officer, Marcomms Officer, Exhibitions & Interpretation Officer) 

• The Heritage Lottery Fund (for duration of HLF-funded project, ending Spring 2022) and other 
external funders 

• Partner organisations (e.g. user groups, Ipswich Museum and other local, regional and national 
heritage destinations, corporates and businesses) 

• University of Suffolk 
• Strategic partners (e.g. Destination Management Organisations, Chamber of Commerce, 

Ipswich Vision Board, Ipswich Borough Council) 

• Peer authorities (e.g. Essex, Norfolk, Cambridgeshire) 
• Public Service Managers for SRO branches (The Hold, Bury St Edmunds branch, Lowestoft 

Access Point) 

• The Suffolk Archives Foundation 
 
Main Activities and Responsibilities 
Working closely with the SRO Management Team, you will: 

 
1. Help embed audience engagement and commercial activity principles across the whole SRO 

workforce, including (but not limited to) revising Job Descriptions across all existing SRO roles 

to support cultural change. 

2. Produce an annual strategic & commercial plan, with targets, to integrate into the SRO annual 

plan.  Work with colleagues to ensure its implementation across the service. 

3. Conduct (annual) organisational reviews to identify strengths, weaknesses, opportunities and 

threats and to evaluate operational effectiveness against targets. 

4. Oversee the upskilling of staff and volunteers in accordance with the training programmes set 

out in The Hold’s Activity Plan. 

5. Monitor SRO progress against strategic and commercial targets, benchmarking/measuring 

SRO against its peers and competitors. 

6. Identify and target attainable commercial opportunities in the market for archive services. 

7. Report to SRO Management Team regularly and assist them in making decisions pertaining 

to the sustainability and commercial success of the service. 

8. Lead and direct the work of the Community and Learning Officers to reach SRO’s audience 

engagement targets. 
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9. In addition to the Community and Learning Officers, line-manage the: 

• Marcomms Officer (PT) 

• Funding Officer (PT) 

• Volunteer Engagement Coordinator (FT) 

• Exhibitions and Interpretation Officer (FT) 
to ensure targets for audience engagement, digital engagement, volunteer engagement and 

external funding and income are met. 
 
Level of Autonomy and Decision Making 
This post reports to the Head of Economic Development within the Council’s Resource Management 
Directorate. The post holder works with a high degree of autonomy, but within recognised guidelines, 
and refers to their manager on budget matters and decisions that might adversely impact the 
sustainability of the SRO. 

 
Current Objectives for the Job 
The post holder will assume their responsibilities as The Hold opens its doors to the public for the first 
time, during the second year of our four-year HLF-supported ‘Delivery Phase’. They will adopt overall 
responsibility for delivering the Business Plan for The Hold and wider SRO, produced for our Round 
2 submissions, which will provide the initial framework and targets relating to commercial activity and 
service sustainability. They will also adopt overall responsibility for the Activity Plan, produced for our 
Round 2 submissions, which will provide the initial framework around audience engagement targets 
and the programme of activities and events to achieve them. 

The current objectives for the post holder are therefore to: - 
 

• Ensure the successful delivery of the remainder of the SRO’s HLF-supported project’s Delivery 
Phase, with particular regard to the Business Plan and Activity Plan. 

• Assume overall responsibility for the evaluation of the Delivery Phase, with support from an 
external specialist. 

• Look ahead to the completion of the HLF-supported project and plan the successor strategies 
to the Business Plan and Activity Plan, as the new modes of commercial activity and audience 
engagement become ‘business as usual’ 

• Lead on the recruitment of the post holder’s direct reports who have not yet been appointed. 
 

This is a unique opportunity to play a lead role in delivering a successful, exciting, new heritage facility 
and programme of heritage activity for Suffolk. 

It will require highly effective interpersonal skills to work effectively and persuasively with partners and 
stakeholders within and external to the Council, as new opportunities and ways of working are 
adopted to ensure a relevant, thriving and sustainable Archives Service. 

It calls for a post holder with creativity, who is not averse to taking risks to test new ideas and ways 
of working, based on research and best practice. 
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It will be a challenging, but rewarding role, working with a service seeking to transform its offer to 
communities and users, and sustain that change in the long term. 

 
Person Profile 

 

 
Essential Desirable 

Education & 
Qualifications 

Educated to degree level (or equivalent 
academic qualification) in a relevant area 
such as the cultural, commercial, charitable 
or heritage sectors 

Qualification in business 
management 

Specialist 
Knowledge & 
Skills 

Knowledge of the commercial, funding and 
audience-development landscapes pertaining 
to the cultural and heritage sectors in the UK. 

 
Demonstrable capability for strategic thinking. 

 
Budget management, monitoring and target- 
setting skills. 

 
Ability to effectively prioritise, plan own 
workload and remain outcome-orientated. 

 
Creative and imaginative skills to identify new 
ideas and persuade the workforce to apply 
them. 

 
Ability to oversee and coordinate programme 
of projects. 

 
Excellent knowledge of Microsoft Office, 
including Word, Excel and Outlook etc. 

Knowledge of the funding 
environment specific to the 
archives sector. 

 
Knowledge of Suffolk, its 
history and organisations. 

 
Web content management 
skills. 

Interpersonal & 
Communication 
Skills 

Able to negotiate with and influence a wide 
range of people. 

 
Public speaking and presentation skills. 

 
Astute understanding of policy environment 
and experience of forming policy-orientated 
relationships. 

 
Able to lead a small but diverse team. 

 
Motivational skills to lead not only direct 
reports, but wider workforce, towards shared 
goals. 

 
Ability to negotiate and deal with conflict. 

 
Able to manage/supervise consultants and 
external suppliers, constantly ensuring best 
value. 

Extensive social media 
network and/or profile 
across the cultural/heritage 
sector. 

 
Existing network of contacts 
across the sponsorship, 
business/brand and 
cultural/heritage sectors. 
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Relevant 
Experience 

At least two years’ experience in a business 
planning or strategic commercial environment 
with a customer/audience focus. 

 
Proven success of developing audience and 
stakeholder relationships. 

 
Proven success of managing/implementing 
profitable new business pipelines. 

 
Experience of working with relevant client 
groups, partners, stakeholders etc. 

 
Programme management experience. 

 
Proven success of leading and managing a 
team of direct reports and informal reporting 
relationships. 

Proven experience in the 
cultural or heritage sectors. 

Additional 
Requirements 

The willingness to travel to meetings/events 
and work unsocial hours at weekends and 
evenings 

 
Knowledge and ability to demonstrate 
commitment towards equality, diversity and 
inclusion issues. 

 
The ability to distinguish between decisions 
which can be made without reference to 
senior managers and those that require 
senior management input. 

 
To listen and apply creative thinking, empathy 
and new ideas to deliver improved services. 

 
Demonstrable strong commitment to public 
service, high standards of integrity, honesty 
and sensitivity. 

Excellent customer care skills. 

Full UK driving licence. 

 

 
If you have a disability or long-term illness that otherwise prevents you from meeting any of the 
essential criteria, please contact us to discuss whether a reasonable adjustment can be made. 

Telephone: 08456 053000 

Email: recruitment@csduk.com 

mailto:xxxxxxxxxxx@xxxxx.xxx


11 
The Hold - Community and Learning Officer (West) 

 

 

JOB AND PERSON PROFILE FOR: 
 

The Hold - Community and Learning Officer (West2) 
 

Job Reference:  

  Job Family:   

Grade: 5 

Directorate: Resource Management 

Location: Bury Record Office 

Hours per Week: 37 

Main Purpose of the Job 
Suffolk County Council (Suffolk Record Office - SRO) and the University of Suffolk (UoS) have formed 
a partnership to deliver an exciting new heritage facility called The Hold. More than just a building, 
The Hold is an engine driving the transformation of the SRO into an Archive Service for the 21st 

Century. We require a Community and Learning Officer to deliver archives-inspired activities, learning 
programmes and events to communities in the west of the county, supporting our vision for audience 
development. 

 
The Hold, a partnership between Suffolk Record Office and the University 
of Suffolk, will introduce, inspire, and interpret Suffolk’s rich archival heritage 
in new and engaging ways, through creating a much-needed, new Record 
Office near Ipswich Waterfront and a reshaped service that engages 
communities across the county. 

 

A new flagship building will give the bulk of Suffolk’s records a new, fit-for- 
purpose home and provide learning facilities within a unique visitor attraction 
in the vibrant Waterfront area of England’s oldest, continually occupied 
town. The Hold will support sustainable partnerships with communities, 
learners and researchers, enabling collections to be accessed by a larger, 
more diverse range of users. 

 

Our marvellous collections contain material of national and international 
significance: we intend to reveal these treasures to new audiences. With the 
900th anniversary of our oldest document approaching, The Hold will launch 
people, young and old, on new voyages of discovery. 

 
 

The post holder will develop, coordinate, and evaluate programmes of archives-focussed physical 
and digital events and activities for communities in the West of Suffolk (see map) in support of SRO’s 

 
2 Note: the post is countywide initially, then focussing on West Suffolk from Spring 2020 onwards 
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goal of engaging more of Suffolk residents (and visitors) with the collections, and in pursuit of its 
mission to ensure a more diverse range of people benefit from connecting with the county’s heritage. 

After The Hold opens, the post holder will focus on communities in the West of Suffolk (see map) as 
they are joined by a Community and Learning Officer for the East of the county at that point as the 
programme increases. Both the Community and Learning Officers together share the role of ‘digital 
community manager’ for the Archive Service, developing the online content strategy and ensuring 
all content is created by the SRO team, volunteers, and the various stakeholders of The Hold. 

Key Relationships 
 

• Reporting to the Project Coordinator initially, then the Strategic & Commercial Manager 
(when appointed) 

• Community and Learning Officer (East) 

• SRO Exhibitions and Interpretation Officer 

• Trainees, interns 

• Local museum services 

• University of Suffolk – staff and students 

• SRO Marcomms Officer, Funding Officer, Volunteer Engagement Coordinator 

• SRO Collections Team 

• SRO Public Services Managers 

• Community groups/organisations in West Suffolk, including schools 

• Community Action Suffolk (and other community-based partner organisations) 

• Networks of volunteers, including but not limited to heritage groups 

• Those controlling community venues and spaces 
 
Main Activities and Responsibilities 
Working closely with SRO colleagues, you will: 

 
1. With reference to the SRO’s Activity Plan and the audience development targets it contains, 

develop and deliver an annual programme of archive-focussed events, and activities and 

resources for communities (including schools) in the West of Suffolk (“the programme”). 

Programme to include (but not be limited to) the ‘Sharing Suffolk’s Stories’ project strand. 

2. Ensure that a range of activities and events are programmed for delivery at the Bury Record 

Office branches – including maximising the opportunities that the partnership with the 

University of Suffolk brings. 

3. The programme is to be developed to ensure there are extensive digital outcomes resulting in 

the Citizen Archive and online and social media engagement. 

4. Work with the Volunteer Engagement Coordinator to identify the volunteer roles and numbers 

needed to assist in the delivery of the programme, and work together to recruit same. 
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5. Coordinate with the SRO management team and workforce in accomplishing and evaluating 

the objectives of the SRO’s community programmes. From Spring 2020, this will be 

accomplished in partnership with the Community and Learning Officer (East) and Strategic 

and Commercial Manager (The Hold). 

6. Build relationships with communities (including schools) in the West of Suffolk to coproduce 

and deliver the programme of events and activities in their respective areas. 

7. Interact with a broad range of individuals and organisations to build and maintain 

collaborations and partnerships to promote and deliver the programme physically and online. 

8. Adhere to Suffolk County Council policies pertaining to health and safety and safeguarding 

when delivering the programme with community groups and schools. 

9. Keep up to date with local community priorities and national initiatives so that the programme 

of activities and events remains relevant locally and nationally. 

10. Work with the Exhibition and Interpretation officer to help communities share the results of the 

programme with displays and temporary exhibitions, ensuring these meet agreed quality 

standards and SRO branding. 

11. Work with the University of Suffolk to involve their students in the development and delivery 

of the programme, across a range of academic areas (e.g. not just history, but computer game 

design, geography, Early Childhood Development, film etc.). 

12. Participate in the writing of grant proposals that support the programme and reports to grantors 

in conjunction with the Funding Officer. 

13. Work with the Collections Team to ensure suitable original or surrogate archive material is 

made available to support the programme. 

14. Work closely with Marcomms Officer to ensure the programme is well publicised and well 

supported – this will include maintaining and reviewing the SRO “Community Archives 

Champion” scheme to facilitate the marketing and delivery of the programme. 

15. Manage the development, maintenance, and moderation of the website, online collection, and 

story platform of The Hold. ensuring all digital activities contribute to audience development 

and digital community building 

16. Develop and manage the digital capacity building activities and digital design challenges of 

The Hold. 

 
 
Level of Autonomy and Decision Making 
This post will report initially to the Project Coordinator, then the Strategic & Commercial Manager 
(when appointed). 
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The post holder works with a high degree of autonomy, but within recognised guidelines, and refers 
to their manager on budget matters, relationships with external partners, and any decisions that might 
adversely impact the delivery of the programme. 

 
Current Objectives for the Job 
The post holder will assume their responsibilities at the beginning of the 4-year ‘Delivery Phase’ of 
our HLF-supported project, The Hold. They will initially adopt overall responsibility for delivering the 
Activity Plan (AP) for the west of the whole county; when The Hold opens, they will be joined by 
another officer and will focus on the west of the county from that point forward (the definition of ‘west’ 
defined as per the attached map). 

The bulk of the events and activities in the AP are timed to commence with the opening of The Hold 
in 2019; however, some strands begin straight away and these are what the post holder will focus on 
initially. One such strand is the ‘Sharing Suffolk’s Stories’ project which is expected to form a key 
area for physical and digital target audience engagement. 

The AP provides the initial framework around audience engagement targets and the programme to 
achieve them; however, the post holder will already need to start planning ahead for the legacy era 
when the Delivery Phase is concluded, and the range of events, learning and activities that will 
continue onwards. 

The current objectives for the post holder are therefore to: 
 

• Building on the work completed in our Development Phase, strengthen and expand the 
framework of relationships needed to begin implementing the learning, events and activities 
identified for early commencement (i.e. from the beginning of the Delivery Phase – including 
but not limited to ‘Sharing Suffolk’s Stories’). 

• Collaborate with the SRO staff (and, from Spring 2019, the Volunteer Engagement 
Coordinator) to recruit the diverse body of volunteers necessary to deliver the programme, 
including engaging the existing volunteer corps and redeploying them to new roles as 
appropriate. 

• Help coordinate the SRO’s use of social media, the Citizen Archive and website to build interest 
in the programme, raise the profile of the SRO, increase participation, and recruit volunteers. 

• Plan ahead for delivering the elements of the programme earmarked to commence from the 
opening of The Hold onwards. 

• Look ahead to the completion of the HLF-supported project and work with colleagues to plan 
the future programme and how it may be funded. 

• Plan evaluation methodologies for the programme to be completed in this phase. 
 
Unique Appeal of the Job 
This is a unique opportunity to play a key supportive role in delivering an exciting new heritage facility 
and programme of heritage activity for Suffolk. 
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It will require highly effective interpersonal skills to work effectively and persuasively with partners and 
stakeholders within and external to the Council, recruiting them to participate in strands of the AP 
including “Sharing Suffolk’s Stories”. 

The role has a particular remit to target new audiences to the project and recruit volunteers from this 
cohort to participate. 

It will be a challenging, but rewarding role, working with a service seeking to transform its offer to 
communities and users, and sustain that change in the long term. 

 
Person Profile 

 

 
Essential Desirable 

Education & 
Qualifications 

Educated to degree level or equivalent 
academic qualification in a relevant area, 
such as cultural heritage, archives, history, 
archaeology, community engagement. 

Project management 
qualification. 

Teaching qualification. 

Specialist 
Knowledge & 
Skills 

Able to manage projects involving several 
stakeholders within deadlines. 

 
Thorough knowledge of special requirements 
of engaging with target audiences, 
particularly “hard to reach” groups and 
schools. 

 
Excellent knowledge of Microsoft Office, 
including Word, Excel and Outlook, 
databases and web-based applications. 

 
Knowledge and understanding of archival 
heritage collections and the archive heritage 
sector. 

 
Creative and imaginative skills to promote 
awareness of the Activity Plan to 
stakeholders and new audiences. 

 
Effective time, budget and project 
management skills. 

Knowledge of Suffolk, its 
history and organisations. 

 
Knowledge of the national 
curriculum and challenges 
facing schools in Suffolk. 

 
Web development skills. 

Interpersonal & 
Communication 
Skills 

Well-developed communication skills to 
communicate ideas to external partners, 
stakeholders, volunteers etc. 

 
Demonstrable social media and digital 
engagement skills. 

 
Presentation skills including public speaking. 

 
Negotiation and persuasion skills in dealing 
with senior managers, staff, volunteers and 
potential funders 

Publication-quality copy 
writing skills 
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Ability to recruit, support and mentor 
volunteers and participants. 

 
Ability to foster collaboration and knowledge 
sharing to meet project objectives. 

 
Able to manage/supervise consultants and 
external suppliers. 

 
Ability to advise others, including staff and 
stakeholders on project related 
developments. 

 

Relevant 
Experience 

Experience of working with relevant target 
audience groups, partners, volunteers etc. 

 
Project management experience. 

 
Experience working in a relevant heritage 
area e.g. archives, archaeology, museums, 
galleries. 

 
Experience working on programmes aimed at 
primary and/or secondary schools and/or 
adult learners. 

 
Experience of using social media and 
developing digital resources and 
opportunities 

Demonstrable experience of 
working for a local authority, 
non-profit, or public-sector 
organisation. 

 
Formal teaching experience 

Additional 
Requirements 

The willingness to travel to meetings/events 
and work unsocial hours at weekends and 
evenings 

 
Knowledge and ability to demonstrate 
commitment towards equality, diversity and 
inclusion issues. 

 
The ability to distinguish between decisions 
which can be made without reference to 
managers and those that require 
management input. 

 
To listen and apply creative thinking, empathy 
and new ideas to deliver improved services. 

 
Demonstrable strong commitment to public 
service, high standards of integrity, honesty 
and sensitivity. 

Excellent customer care skills. 

Full UK driving licence. 
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If you have a disability or long-term illness that otherwise prevents you from meeting any of the 
essential criteria, please contact us to discuss whether a reasonable adjustment can be made. 

 
 
Telephone: 08456 053000 

Email: recruitment@csduk.com 

mailto:xxxxxxxxxxx@xxxxx.xxx
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JOB AND PERSON PROFILE FOR: 
 

The Hold - Community and Learning Officer (East) 
 

Job Reference:  

  Job Family:   

Grade: 5 

Directorate: Resource Management 

Location: The Hold 

Hours per Week: 37 

Main Purpose of the Job 
Suffolk County Council (Suffolk Record Office - SRO) and the University of Suffolk (UoS) have formed 
a partnership to deliver an exciting new heritage facility called The Hold. More than just a building, 
The Hold is an engine driving the transformation of the SRO into an Archive Service for the 21st 

Century. We require a Community and Learning Officer to deliver archives-inspired activities, learning 
programmes and events to communities in the east of the county, supporting our vision for audience 
development. 

 
The Hold, a partnership between Suffolk Record Office and the University 
of Suffolk, will introduce, inspire, and interpret Suffolk’s rich archival heritage 
in new and engaging ways, through creating a much-needed, new Record 
Office near Ipswich Waterfront and a reshaped service that engages 
communities across the county. 

 

A new flagship building will give the bulk of Suffolk’s records a new, fit-for- 
purpose home and provide learning facilities within a unique visitor attraction 
in the vibrant Waterfront area of England’s oldest, continually occupied 
town. The Hold will support sustainable partnerships with communities, 
learners and researchers, enabling collections to be accessed by a larger, 
more diverse range of users. 

 

Our marvellous collections contain material of national and international 
significance: we intend to reveal these treasures to new audiences. With the 
900th anniversary of our oldest document approaching, The Hold will launch 
people, young and old, on new voyages of discovery. 

 
 

The post holder will develop, coordinate, and evaluate programmes of archives-focussed physical 
and digital events and activities for communities in the East of Suffolk (see map) in support of SRO’s 
goal of engaging more of Suffolk residents (and visitors) with the collections, and in pursuit of its 
mission to ensure a more diverse range of people benefit from connecting with the county’s heritage. 
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Both the Community and Learning Officers together share the role of ‘digital community manager’ for 
the Archive Service, developing the online content strategy and ensuring all content is created by the 
SRO team, volunteers, and the various stakeholders of The Hold. 

Key Relationships 
 

• Reporting to the Strategic & Commercial Manager 

• Community and Learning Officer (West) 

• SRO Exhibitions and Interpretation Officer 

• Trainees, interns 

• Local museum services 

• University of Suffolk – staff and students 

• SRO Marcomms Officer, Funding Officer, Volunteer Engagement Coordinator 

• SRO Collections Team 

• SRO Public Services Managers 

• Community groups/organisations in East Suffolk, including schools 

• Community Action Suffolk (and other community-based partner organisations) 

• Networks of volunteers, including but not limited to heritage groups 

• Those controlling community venues and spaces 
 
Main Activities and Responsibilities 
Working closely with SRO colleagues, you will: 

 
1. With reference to the SRO’s Activity Plan and the audience development targets it contains, 

develop and deliver an annual programme of archive-focused events, activities and resources 

for communities (including schools) in the East of Suffolk (“the programme”). Programme to 

include (but not be limited to) the ‘Sharing Suffolk’s Stories’ project strand. 

2. Ensure that a range of activities and events are programmed for delivery at the new heritage 

facility The Hold – including maximising the opportunities that the partnership with the 

University of Suffolk brings. 

3. The programme is to be developed to ensure there are extensive digital outcomes resulting in 

the Citizen Archive and online and social media engagement. 

4. Work with the Volunteer Engagement Coordinator to identify the volunteer roles and numbers 

needed to assist in the delivery of the programme, and work together to recruit same. 

5. Coordinate with the SRO management team and workforce in accomplishing and evaluating 

the objectives of the SRO’s community programmes, in partnership with the Community and 

Learning Officer (West) and Strategic and Commercial Manager (The Hold). 

6. Build relationships with communities (including schools) in the East of Suffolk to coproduce 

and deliver the programme of events and activities in their respective areas. 
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7. Adhere to Suffolk County Council policies pertaining to health and safety and safeguarding 

when delivering the programme with community groups and schools. 

8. Keep up to date with local community priorities and national initiatives so that the programme 

of activities and events remains relevant locally and nationally. 

9. Interact with a broad range of individuals and organisations to build and maintain 

collaborations and partnerships to promote and deliver the programme. 

10. Work with the Exhibition and Interpretation officer to help communities share the results of the 

programme with displays and temporary exhibitions, ensuring these meet agreed quality 

standards and SRO branding. 

11. Work with the University of Suffolk to involve their students in the development and delivery 

of the programme, across a range of academic areas (e.g. not just history, but computer game 

design, geography, Early Childhood Development, film etc.). 

12. Participate in the writing of grant proposals that support the programme and reports to grantors 

in conjunction with the Funding Officer. 

13. Work with the Collections Team to ensure suitable original or surrogate archive material is 

made available to support the programme. 

14. Work closely with Marcomms Officer to ensure the programme is well publicised and well 

supported – this will include maintaining and reviewing the SRO “Community Archives 

Champion” scheme (overseen by the Volunteer Engagement Coordinator) to facilitate the 

marketing and delivery of the programme. 

15. Manage the development, maintenance, and moderation of the website, online collection, and 

story platform of The Hold. ensuring all digital activities contribute to audience development 

and digital community building 

16. Develop and manage the digital capacity building activities and digital design challenges of 

The Hold. 
 
Level of Autonomy and Decision Making 
This post will report to the Strategic & Commercial Manager (when appointed). 

The post holder works with a high degree of autonomy, but within recognised guidelines, and refers 
to their manager on budget matters, relationships with external partners, and any decisions that might 
adversely impact the delivery of the programme. 

 
Current Objectives for the Job 
The post holder will assume their responsibilities as The Hold formally opens (Spring 2020). They 
will adopt overall responsibility for delivering the Activity Plan (AP) for the east of the county (the 
definition of ‘east’ defined as per the attached map). They will need to work very closely with their 
counterpart in the west of the county to coordinate the delivery of countywide activities as well as 
focussing on programming at The Hold itself. 
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The AP provides the initial framework around audience engagement targets and the programme to 
achieve them; however, the post holder will already need to start planning ahead for the legacy era 
when the Delivery Phase is concluded, and the range of events, learning and activities that will 
continue onwards. 

The current objectives for the post holder are therefore to: 
 

• Building on the work completed in our Development Phase, strengthen and expand the 
framework of relationships needed to begin implementing the learning, events and activities in 
the AP at The Hold and the east of the county. 

• Collaborate with the SRO staff (and in particular, the Volunteer Engagement Coordinator) to 
recruit the diverse body of volunteers necessary to deliver the programme, including engaging 
the existing volunteer corps and redeploying them to new roles as appropriate. 

• Help coordinate the SRO’s use of social media, the Citizen Archive and website to build interest 
in the programme, raise the profile of the SRO, increase participation, and recruit volunteers. 

• Look ahead to the completion of the HLF-supported project and work with colleagues to plan 
the future programme and how it may be funded. 

• Identify the evidence that will be needed to measure successes and justify future cost 
allocations. 

• Plan evaluation methodologies for the programme to be completed in this HLF-supported 
phase, in coordination with Community and Learning Officer West, Strategic and Commercial 
Manager, and an external specialist. 

 
Unique Appeal of the Job 
This is a unique opportunity to play a key supportive role in delivering an exciting new heritage facility 
and programme of heritage activity for Suffolk. 

It will require highly effective interpersonal skills to work effectively and persuasively with partners and 
stakeholders within and external to the Council, recruiting them to participate in the AP. 

The role has a particular remit to target new audiences to the project and recruit volunteers from this 
cohort to participate. 

It will be a challenging, but rewarding role, working with a service seeking to transform its offer to 
communities and users, and sustain that change in the long term. 

 
Person Profile 

 

 
Essential Desirable 

Education & 
Qualifications 

Educated to degree level or equivalent 
academic qualification in a relevant area, 
such as cultural heritage, archives, history, 
archaeology, community engagement. 

Project management 
qualification. 

Teaching qualification. 
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Specialist 
Knowledge & 
Skills 

Able to manage projects involving several 
stakeholders within deadlines. 

 
Thorough knowledge of special requirements 
of engaging with target audiences, 
particularly “hard to reach” groups and 
schools. 

 
Excellent knowledge of Microsoft Office, 
including Word, Excel and Outlook, 
databases and web-based applications. 

 
Knowledge and understanding of archival 
heritage collections and the archive heritage 
sector. 

 
Creative and imaginative skills to promote 
awareness of the Activity Plan to 
stakeholders and new audiences. 

 
Effective time, budget and project 
management skills. 

Knowledge of Suffolk, its 
history and organisations. 

 
Knowledge of the national 
curriculum and challenges 
facing schools in Suffolk. 

 
Web development skills. 

Interpersonal & 
Communication 
Skills 

Well-developed communication skills to 
communicate ideas to external partners, 
stakeholders, volunteers etc. 

 
Demonstrable social media and digital 
engagement skills. 

 
Presentation skills including public speaking. 

 
Negotiation and persuasion skills in dealing 
with senior managers, staff, volunteers and 
potential funders 

 
Ability to recruit, support and mentor 
volunteers and participants. 

 
Ability to foster collaboration and knowledge 
sharing to meet project objectives. 

 
Able to manage/supervise consultants and 
external suppliers. 

 
Ability to advise others, including staff and 
stakeholders on project related 
developments. 

Publication-quality copy 
writing skills 

Relevant 
Experience 

Experience of working with relevant target 
audience groups, partners, volunteers etc. 

 
Project management experience. 

Demonstrable experience of 
working for a local authority, 
non-profit, or public-sector 
organisation. 

 
Formal teaching experience 
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 Experience working in a relevant heritage 
area e.g. archives, archaeology, museums, 
galleries. 

 
Experience working on programmes aimed at 
primary and/or secondary schools and/or 
adult learners. 

 
Experience of using social media and 
developing digital resources and 
opportunities 

 

Additional 
Requirements 

The willingness to travel to meetings/events 
and work unsocial hours at weekends and 
evenings 

 
Knowledge and ability to demonstrate 
commitment towards equality, diversity and 
inclusion issues. 

 
The ability to distinguish between decisions 
which can be made without reference to 
managers and those that require 
management input. 

 
To listen and apply creative thinking, empathy 
and new ideas to deliver improved services. 

 
Demonstrable strong commitment to public 
service, high standards of integrity, honesty 
and sensitivity. 

Excellent customer care skills. 

Full UK driving licence. 

 

 
If you have a disability or long term illness that otherwise prevents you from meeting any of the 
essential criteria, please contact us to discuss whether a reasonable adjustment can be made. 

Telephone: 08456 053000 

Email: recruitment@csduk.com 

mailto:xxxxxxxxxxx@xxxxx.xxx
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JOB AND PERSON PROFILE FOR: 
 

The Hold - Exhibition and Interpretation Officer 
 

Job Reference:  

  Job Family:   

Grade: 5 

Directorate: Resource Management 

Location: The Hold 

Hours per Week: 37 

Main Purpose of the Job 
Suffolk County Council (Suffolk Record Office - SRO) and the University of Suffolk (UoS) have formed 
a partnership to deliver an exciting new heritage facility called The Hold. More than just a building, 
The Hold is an engine driving the transformation of the SRO into an Archive Service for the 21st 

Century. We require an Exhibition and Interpretation Officer to manage the smooth running of our 
programme of shows at The Hold, community-based displays, online exhibitions and touring mini- 
exhibitions at other locations throughout the county, supporting our vision for connecting new 
audiences with our heritage. 

 
The Hold, a partnership between Suffolk Record Office and the University 
of Suffolk, will introduce, inspire, and interpret Suffolk’s rich archival heritage 
in new and engaging ways, through creating a much-needed, new Record 
Office near Ipswich Waterfront and a reshaped service that engages 
communities across the county. 

 

A new flagship building will give the bulk of Suffolk’s records a new, fit-for- 
purpose home and provide learning facilities within a unique visitor attraction 
in the vibrant Waterfront area of England’s oldest, continually occupied 
town. The Hold will support sustainable partnerships with communities, 
learners and researchers, enabling collections to be accessed by a larger, 
more diverse range of users. 

 

Our marvellous collections contain material of national and international 
significance: we intend to reveal these treasures to new audiences. With the 
900th anniversary of our oldest document approaching, The Hold will launch 
people, young and old, on new voyages of discovery. 

 
 

The post holder will focus on the development and implementation of the exhibition and interpretation 
programme for the SRO, taking a lead role in all aspects of exhibition and interpretation development, 
monitoring the operation, maintenance and replacement of all displays, and supervising the care  of 
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material on display or in transit and ensuring the links between The Hold’s exhibitions and the online 
presentations on the website and online platforms are maintained.t. 

They will lead on applications to external bodies (including nationals) for the loan of special objects 
for exhibitions. 

The post will have annualised hours to help the post holder manage the peaks and troughs associated 
with exhibition preparation and installation. 

 
Key Relationships 

 

• Reporting to the Strategic & Commercial Manager, The Hold 

• SRO Collections Team, SRO Conservator 

• Marcomms Officer 

• Exhibition teams from other local, regional and national heritage organisations e.g. 
Ipswich Museum programming team, Sutton Hoo, Museum of East Anglian Life, 
National Maritime Museum 

• SRO Community and Learning Officers and community groups represented 

• SRO Public Service Managers 

• University of Suffolk staff and students 

• Volunteers 

• National bodies/institutions for loaned objects (may include private owners in some 
cases) 

• SRO users and other stakeholder groups 
 
Main Activities and Responsibilities 
Working closely with SRO colleagues, you will: 

 
1. Lead on the forward planning, scheduling, budgeting and design of all exhibitions, and display 

projects, and associated resources (e.g. marketing literature, school’s resources) which form 

part of the SRO’s exhibition and interpretation programme, across all SRO branches. 

2. Support the Community and Learning Officers in delivering community and online-based 

displays and touring exhibitions arising from the SRO programme of activities, learning and 

events. 

3. Manage and deliver the installation of displays and exhibitions at The Hold and other venues 

around the county. 

4. Liaise and schedule meetings with stakeholders from within the SRO, UoS and externally to 

ensure their input into the exhibition and interpretation programme at appropriate stages. This 

should include representatives from other heritage destinations to ensure a coordinated 

approach. 
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5. For each exhibition, build and lead project teams made up of staff from SRO Collections Team, 

Conservator, volunteers, SRO searchroom staff, University of Suffolk (e.g. Fine Art students) 

and external consultants where required 

6. Commission, produce (where required) and select content for exhibitions and related digital 

products (including web-based for online exhibitions and resources). 

7. Draft, edit and proofread exhibition text as required 

8. As part of forward planning, manage relationships with organisations from whom 

objects/documents SRO seek loans for exhibitions, and where applicable, manage GIS 

compliance process for same. 

9. Work with the SRO Marcomms Officer to ensure effective marketing of the exhibition and 

interpretation programme. 

10. Write briefs for interactive exhibits/installations and multimedia, and work with the SCC / UoS 

ICT departments / external suppliers to develop these, leading on content, interpretation and 

project management. 

11. Ensure that the SRO’s Collections Management standards are met by: 

a. Ensuring that Access requirements are addressed 

b. Developing and managing risk registers 

c. Ensuring that staff, consultants and contractors adhere to appropriate H&S standards 

12. Work with the Funding Officer to explore and approach potential exhibition sponsors to ensure 

the future sustainability of the exhibition and interpretation programme. 
 
Level of Autonomy and Decision Making 
This post will report to the Strategic & Commercial Manager. 

The post holder works with a high degree of autonomy, but within recognised guidelines, and refers 
to their manager on budget matters, relationships with external partners, and any decisions that might 
adversely impact the delivery of the exhibition and interpretation programme. 

 
Current Objectives for the Job 
The post holder will assume their responsibilities in Spring 2019, 6 months prior to The Hold opening 
its doors to the public for the first time. They will adopt and take responsibility for the exhibition and 
interpretation programme produced as part of our Round 1 submissions (and further developed early 
in our Delivery Phase), which sets out a framework for the first 12 months of shows at The Hold as 
well as suggesting developed themes for ‘blockbuster’ shows which can be applied to future years. 

The post holder will also be responsible for coordinating with the Community and Learning Officers 
the smaller displays and touring and online exhibitions arising from the programme of activities, 
learning and events generated by groups participating in our countywide Activity Plan. It is envisaged 
that smaller versions of shows at The Hold will tour the county. 

The post holder will immediately need to start planning ahead to develop the programme for exhibition 
and interpretation from Spring 2021 onwards. 
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The current objectives for the post holder are therefore to: - 
 

• In close coordination with SRO colleagues and the UoS, plan and prepare to deliver the first 2 
shows at The Hold to coincide with the building’s soft and formal openings (Christmas 2019 
and Spring 2020 respectively). 

• Collaborate with the SRO staff (and in particular, the Volunteer Engagement Coordinator) to 
recruit the diverse body of volunteers necessary to deliver the exhibition and interpretation 
programme, including engaging the existing volunteer corps and redeploying them to new roles 
as appropriate. 

• Help coordinate the SRO’s use of social media and website to build interest in the exhibition 
and interpretation programme, raise the profile of the SRO, increase participation, and recruit 
volunteers. 

• Help with the delivery of the Citizen Archive to ensure the story telling is engaging and 
appropriate for digital communities 

• Building on the work completed in our Development Phase, strengthen and expand the 
exhibition and interpretation programme for Spring 2021 and beyond. 

• Look ahead to the completion of the HLF-supported project (Spring 2022) and work with 
colleagues to plan the future programme and how it may be funded. Object loan applications 
will need to form part of this planning. 

• Identify the evidence that will be needed to measure exhibition and interpretation successes 
and justify future budget allocations. 

 
Unique Appeal of the Job 
This is a unique opportunity to play a key supportive role in delivering an exciting new heritage facility 
and programme of heritage activity for Suffolk. 

It will require highly effective interpersonal skills to work effectively and persuasively with partners and 
stakeholders within and external to the Council, recruiting them to participate in the delivery of the 
exhibition and interpretation programme. 

The role must target new audiences and recruit volunteers from this cohort to participate in the 
planning and delivery of physical and digital exhibitions and interpretation. 

It will be a challenging, but rewarding role, working with a service seeking to transform its offer to 
communities and users, and sustain that change in the long term. 

 
Person Profile 

 

 
Essential Desirable 

Education & 
Qualifications 

Graduate or Postgraduate qualification in a 
relevant area such as Museum Studies, 
Gallery Management, Art History or 
equivalent. 

Project management 
qualification. 
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Specialist 
Knowledge & 
Skills 

Well-honed project management skills, well 
organised, an excellent administrator with 
good attention to detail. 

 
Ability to work simultaneously on numerous 
different projects. 

 
Demonstrable 2Dd andor 3Dd design skills 
and artistic flair – with ability to commission 
the same. 

 
Ability to develop strong working relationships 
with colleagues across the SRO, SCC and 
UoS staff, conservators, external contractors, 
loaning institutions, sponsors and transport 
agents. 

 
An adaptable approach to work, to achieve 
agreed deadlines and projects within tight 
schedules. 

 
Ability to compile and present complex 
reports, maintain clear and concise records, 
filing and effective monitoring systems. 

 
Highly computer literate with specific 
knowledge of Excel, Word, and databases 
and social media. 

 
Commercially minded, numerate, with strong 
negotiation skills. 

Knowledge of Suffolk, its 
history and organisations. 

 
Web content management 
skills. 

Interpersonal & 
Communication 
Skills 

First class communication skills, both written 
and spoken; strong drafting skills. 

 
Excellent diplomatic, interpersonal and 
communication skills –to effectively manage 
relationships with lenders, individuals, 
agencies, institutions, designers, transport 
agents, drivers, couriers, volunteers and 
conservators. 

 
Demonstrable social media and digital 
engagement skills 

 
Presentation skills including public speaking. 

 
Negotiation and persuasion skills in dealing 
with senior managers, staff, volunteers and 
potential exhibition sponsors. 

 
Ability to recruit, support and mentor 
volunteers. 

Knowledge of a second 
European language. 
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 Able to manage/supervise consultants and 
external suppliers. 

 

Relevant 
Experience 

At least 3 years relevant and extensive 
exhibition organisation experience, ideally 
gained in an equivalent visual arts 
organisation or similar. 

 
Graphic design experience for interpretative 
panels, resources and marketing material 

 
Project management experience. 

 
Demonstrable experience of schedule 
planning. 

 
Practical experience in the handling, 
transportation, installation/de-installation and 
display of a broad range of exhibition objects, 
together with other registrar duties. 

 
Experience of staff supervision. 

 
Robust experience of exhibition budget 
formulation and monitoring; ability to highlight 
specific issues and implications for discussion 
with senior managers. 

Experience of preparing and 
negotiating agreements and 
contracts associated with 
exhibition organisation, and 
of working with Government 
Indemnity schemes. 

 
Experience delivering an 
ambitious interpretive 
programme within a tight 
budget. 

Additional 
Requirements 

Willing to work on an annualised hours 
contract. 

 
The willingness to travel to meetings/events 
and work unsocial hours at weekends and 
evenings 

 
Knowledge and ability to demonstrate 
commitment towards equality, diversity and 
inclusion issues. 

 
The ability to distinguish between decisions 
which can be made without reference to 
managers and those that require 
management input. 

 
To listen and apply creative thinking, empathy 
and new ideas to deliver improved services. 

 
Demonstrable strong commitment to public 
service, high standards of integrity, honesty 
and sensitivity. 

Excellent customer care skills. 

Full UK driving licence. 
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If you have a disability or long-term illness that otherwise prevents you from meeting any of the 
essential criteria, please contact us to discuss whether a reasonable adjustment can be made. 

Telephone: 08456 053000 

Email: recruitment@csduk.com 

mailto:xxxxxxxxxxx@xxxxx.xxx
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JOB AND PERSON PROFILE FOR: 
 

The Hold - Volunteer Engagement Coordinator 
 

Job Reference:  

  Job Family:   

Grade: 5 

Directorate: Resource Management 

Location: The Hold 

Hours per Week: 37 

Main Purpose of the Job 
Suffolk County Council (Suffolk Record Office - SRO) and the University of Suffolk (UoS) have formed 
a partnership to deliver an exciting new heritage facility called The Hold. More than just a building, 
The Hold is an engine driving the transformation of the SRO into an Archive Service for the 21st 

Century. Volunteers play a key role in this transformation, in supporting our vision for connecting new 
audiences with our heritage, and in ensuring the future sustainability of our service. We require a 
Volunteer Engagement Coordinator to manage every aspect of the volunteer cycle. 

 
The Hold, a partnership between Suffolk Record Office and the University 
of Suffolk, will introduce, inspire, and interpret Suffolk’s rich archival heritage 
in new and engaging ways, through creating a much-needed, new Record 
Office near Ipswich Waterfront and a reshaped service that engages 
communities across the county. 

 

A new flagship building will give the bulk of Suffolk’s records a new, fit-for- 
purpose home and provide learning facilities within a unique visitor attraction 
in the vibrant Waterfront area of England’s oldest, continually occupied 
town. The Hold will support sustainable partnerships with communities, 
learners and researchers, enabling collections to be accessed by a larger, 
more diverse range of users. 

 

Our marvellous collections contain material of national and international 
significance: we intend to reveal these treasures to new audiences. With the 
900th anniversary of our oldest document approaching, The Hold will launch 
people, young and old, on new voyages of discovery. 

 
 

Under the direction of the Strategic & Commercial Manager, the Volunteer Engagement Coordinator 
will be responsible for ensuring SRO has a large, engaged and diverse volunteer base that helps to 
assure the future sustainability of the service as well as contributing to audience engagement targets. 
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The post holder is responsible for coordinating every stage of the volunteer engagement cycle for 
SRO (below). The day to day supervision of individual volunteers does not fall to this post holder (this 
will fall to SRO staff), but the post holder will be expected to provide support and advice to SRO staff 
to help them perform this task. 

 
 

Key Relationships 
 

 

• Reports to the Strategic & Commercial Manager, The Hold 

• SRO Community and Learning Officers and community groups represented 

• SRO frontline staff and PSMs 

• Community Action Suffolk and other organisations representing volunteers in the county 

• University of Suffolk and other Higher and Further Education Institutions in the county 

• Student Union 

• Established networks of volunteers, including heritage and non-heritage related groups 
 
Main Activities and Responsibilities 
Working closely with SRO colleagues, you will: 

 
1. Coordinate all areas of the volunteer cycle (including recruitment, screening, orientation, 

training, evaluation, retention and recognition/stewardship) for SRO volunteers countywide. 

Recruitment & 
Cultivation 

Retention & 
Sustainability 

Screening & 
Agreement 

Reward & 
Recognition 

Evaluation & 
Measuring 

Oritentiation & 
Support 

Training 
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2. Accountable for developing operational priorities and plans, metrics and innovative initiatives 

to increase effectiveness and engagement of new and existing volunteers – including work 

plans to achieve specific service priorities identified by the Strategic & Commercial Manager 

and Community & Learning Officers. 

3. Develop and implement volunteer training plan, building on what was developed at Round 1. 

4. Manage The Hold’s: 

a. Post-16 Traineeships (2) 

b. Trainee Heritage Assistants (2) 

c. Summer student internships (6) 
 

Ensuring they are allocated tasks and provided training in accordance with the role 
descriptions and training plan set out in The Hold’s Activity Plan. 

 
5. Use social media to recruit, inform and engage volunteers and work with staff to create online 

volunteering opportunities 

6. Support SRO staff engaged in the day to day supervision and rotas of volunteers by providing 

support and training on key topics where appropriate. 

7. Oversee the development of The Hold’s ‘Community Champions’ scheme and family history 

helpdesk. 

8. Identify and pursue potential volunteer recruitment opportunities within the community, 

including recruitment from diverse communities and other target audiences. 

9. Ensure volunteer records are up-to-date and accurate through data entry or by training others 

in data entry (while adhering to confidentiality and privacy policies). 

10. Lead staff and volunteers in the planning of volunteer appreciation events and facilitate and 

encourage participation in the awards nomination process. 

11. Liaise with appropriate SRO staff as well as external stakeholders/organisations regarding 

volunteer engagement topics and opportunities. 

12. Maximise the opportunities brought about by the SRO’s partnership with the University of 

Suffolk and the resulting access to the student body. 

13. Ensure SRO volunteer policies are kept up to date and consistent with wider SCC policies and 

codes of conduct. 

14. Provide the SRO Management Team with regular progress updates and identify successes, 

issues and challenges 
 
Level of Autonomy and Decision Making 
This post will report to the Strategic & Commercial Manager. 

The post holder works with a high degree of autonomy, but within recognised guidelines, and refers 
to their manager on budget matters, relationships with external partners, and any decisions that might 
adversely impact the delivery of the volunteer cycle. 
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Current Objectives for the Job 
The post holder will assume their responsibilities in Spring 2019, 6 months prior to The Hold opening 
its doors to the public for the first time. The post holder will focus initially on a review of the existing 
volunteer corps, the roles performed, and assess requirements going forward. They will then lead on 
the recruitment and training process. 

The current objectives for the post holder are therefore to: 
 

• In close coordination with SRO colleagues and the UoS, conduct a review of the existing SRO 
volunteer corps, comparing the existing skills with skills required for roles identified in the 
Activity Plan. 

• Determine where new roles can be filled through redeployment of/additional input from existing 
volunteers, with or without additional training. 

• Plan the recruitment process for filling new roles critical to the success of the opening of The 
Hold e.g. exhibition and interpretation, greeters, social media and back of house positions. 

• Implementation of the volunteer training plan. 
• Evaluation of the volunteer aspects of the Delivery Phase of our HLF-funded project (to Spring 

2022). 
 
Unique Appeal of the Job 
This is a unique opportunity to play a key supportive role in delivering an exciting new heritage facility 
and programme of heritage activity for Suffolk. 

It will require highly effective interpersonal skills to work effectively and persuasively with partners and 
stakeholders within and external to the Council, recruiting diverse volunteers to participate in the 
delivery of day to day services across the SRO, as well as for discrete events and activities. 

The role must target new audiences and recruit volunteers from this cohort to participate in all aspects 
of service delivery. 

It will be a challenging, but rewarding role, working with a service seeking to transform its offer to 
communities and users, and sustain that change in the long term. 

 
Person Profile 

 

 
Essential Desirable 

Education & 
Qualifications 

Degree or equivalent in a related field with 2- 
3 years of experience building volunteer 
initiatives across a diversity of communities 
and programme areas, including fundraising 
and community engagement; or equivalent 
combination of education and experience. 

Accredited training in 
volunteer 
engagement/management. 

Specialist 
Knowledge & 
Skills 

Demonstrated skills in building SMART 
strategies as well as analysing data and 
trends around volunteer motivation and 
engagement. 

Knowledge of Suffolk, its 
history and organisations. 
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Must be able to set and achieve SMART 
goals and objectives. 

 
Well-honed project management skills, well 
organised, an excellent administrator with 
good attention to detail. 

 
Training and facilitation skills. 

 
Ability to work simultaneously on numerous 
different projects with competing deadlines. 

 
Ability to compile and present complex 
reports, maintain clear and concise records, 
filing and effective monitoring systems. 

 
Highly computer literate with specific 
knowledge of Excel, Word and databases 
and social media. 

Web content management 
skills. 

Interpersonal & 
Communication 
Skills 

Excellent diplomatic, interpersonal and 
communication skills – to effectively manage 
relationships with a wide range of partners. 

 
Ability to support and mentor volunteers at 
every stage of the volunteer cycle. 

 
Ability to develop strong working relationships 
with colleagues across the SRO, SCC and 
UoS staff, community groups, and volunteer 
agencies. 

 
Ability to lead a team and coach others to 
achieve common goals. 

 
Demonstrable social media skills. 

Presentation skills including public speaking. 

Negotiation and persuasion skills in dealing 
with senior managers, staff, volunteers and 
potential funders (where appropriate). 

Knowledge of a second 
language. 

Relevant 
Experience 

A proven track record in operational planning, 
volunteer and staff management and cross- 
departmental collaboration to achieve 
excellence in volunteer engagement. 

 
Project management experience. 

 
Demonstrable experience of schedule 
planning. 

Experience in a cultural, 
heritage, or non-profit 
organisation. 

 
Budget management 
experience. 
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Experience of staff supervision. 

 
Experience of recruitment, training and 
coaching volunteers. 

 
Robust experience of volunteer plan 
formulation, monitoring and evaluation; ability 
to highlight specific issues and implications 
for discussion with senior managers. 

 

Additional 
Requirements 

The willingness to travel to meetings/events 
and work unsocial hours at weekends and 
evenings 

 
Knowledge and ability to demonstrate 
commitment towards equality, diversity and 
inclusion issues. 

 
The ability to distinguish between decisions 
which can be made without reference to 
managers and those that require 
management input. 

 
To listen and apply creative thinking, empathy 
and new ideas to deliver improved services. 

 
Demonstrable strong commitment to public 
service, high standards of integrity, honesty 
and sensitivity. 

Excellent customer care skills. 

Full UK driving licence. 

 

 
If you have a disability or long-term illness that otherwise prevents you from meeting any of the 
essential criteria, please contact us to discuss whether a reasonable adjustment can be made. 

Telephone: 08456 053000 

Email: recruitment@csduk.com 

mailto:xxxxxxxxxxx@xxxxx.xxx
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JOB AND PERSON PROFILE FOR: 
 

The Hold - Marketing and Communications Officer 
 

Job Reference:  

  Job Family:   

Grade: 5 

Directorate: Resource Management 

Location: The Hold 

Hours per Week: 18.5 

Main Purpose of the Job 
Suffolk County Council (Suffolk Record Office - SRO) and the University of Suffolk (UoS) have formed 
a partnership to deliver an exciting new heritage facility called The Hold. More than just a building, 
The Hold is an engine driving the transformation of the SRO into an Archive Service for the 21st 

Century. We require a Marketing and Communications Officer to ensure The Hold and the wider 
service attract and retain as large and diverse an audience as possible, including on site and digitally. 

 
The Hold, a partnership between Suffolk Record Office and the University 
of Suffolk, will introduce, inspire, and interpret Suffolk’s rich archival heritage 
in new and engaging ways, through creating a much-needed, new Record 
Office near Ipswich Waterfront and a reshaped service that engages 
communities across the county. 

 

A new flagship building will give the bulk of Suffolk’s records a new, fit-for- 
purpose home and provide learning facilities within a unique visitor attraction 
in the vibrant Waterfront area of England’s oldest, continually occupied 
town. The Hold will support sustainable partnerships with communities, 
learners and researchers, enabling collections to be accessed by a larger, 
more diverse range of users. 

 

Our marvellous collections contain material of national and international 
significance: we intend to reveal these treasures to new audiences. With the 
900th anniversary of our oldest document approaching, The Hold will launch 
people, young and old, on new voyages of discovery. 

 
 

Under the direction of the Strategic & Commercial Manager, the post holder will lead on the 
development and implementation of a marketing and communications strategy to raise awareness of 
SRO and its services, to assist it in meeting both its physical and digital audience development and 
income targets. 



38 
The Hold - Marketing and Communications Officer 

 

 

Key Relationships 
 

• Reports to the Strategic & Commercial Manager, The Hold 

• Community and Learning Officers, Funding Officer, Volunteer Engagement Coordinator, 
Exhibition and Interpretation Officer 

• Local, regional and national media 

• The Suffolk Archives Foundation and other heritage organisations engaged in raising funds 
for/profile of the service 

• BBC Radio Suffolk 

• SRO Management Team and Public Service Managers 

• Community groups/organisations including schools 

• SCC Comms team 

• UoS Comms team 

• Design and Print, and other suppliers as required 
 
Main Activities and Responsibilities 
Working closely with SRO colleagues, you will: 

 
1. Lead on development and implementation of the SRO marketing and communications 

strategy, coordinating existing activity in this area and building on a high-level framework 

developed in the development phase of our HLF-funded project. 

2. Support SRO staff and volunteers to make effective use of both the SRO brand and brand for 

The Hold across the full marketing and PR mix. 

3. Lead on copy-writing, production of marketing materials, key publications (e.g. Waterfront Life) 

and produce marketing-related website content (i.e. the copy, in collaboration with Exhibition 

and Interpretation Officer). 

4. Provide creative, editorial and operational support for key SRO projects and campaigns, 

including funding and volunteer recruitment campaigns, ensuring all activities, from media to 

events and publications, are planned and tracked, tailored to audience, use appropriate 

delivery channels, are on-brand and are evaluated. 

5. Manage the monthly SRO electronic newsletter, including sourcing content and images and 

using newsletter software (e.g. Mail Chimp) to distribute it. Maintain distribution list ensuring 

GDPR requirements adhered to. 

6. Develop the content strategy of The Hold and ensure all content is created by the team, 

volunteers, and the various stakeholders of the Hold. 

7. Manage the development, maintenance, and moderation of the website, online collection, and 

Citizen Archive. 
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8. Take the lead in the digitization, optimization, and monetization of existing processes of The 

Hold and the development and use of the CRM. 

9. Develop and manage the digital capacity building activities and digital design challenges of 

The Hold. 

10. Ensure all digital activities contribute to audience development and digital community building, 

together with the marketing and communications officer. 

11. Support and help grow the SRO’s current social media activities, using analytical data to help 

inform the marketing and communications strategy moving forward. 

12. Help organise SRO events, such as those organised by the Community and Learning Officers 

and Exhibition and Interpretation Officer. Lead on the promotion of same. Manage SRO 

presence and input into regular events, such as Suffolk Show. 

13. Build the profile of the SRO through local and regional media, liaising with SCC Comms Team 

and UoS Comms (where appropriate). Work with colleagues across SRO branches and SCC 

Comms Team to identify media opportunities. 

14. Manage relationships with suppliers, such as SCC Design and Print. 

15. Produce marketing evaluation reports for SRO Management Team as required to monitor 

marketing performance against targets. 
 
Level of Autonomy and Decision Making 
This post will report to the Strategic & Commercial Manager. 

The post holder works with a high degree of autonomy, but within recognised guidelines, and refers 
to their manager on budget matters, relationships with external partners, and any decisions that might 
adversely impact the delivery of a successful marketing and communications strategy. 

 
Current Objectives for the Job 
The post holder will assume their responsibilities in Autumn 2019 as The Hold opens its doors to the 
public for the first time. Key to the success of the opening process will be a raft of communications 
which raise the profile of this nationally important heritage venture and encourage visitors, in particular 
those who do not currently use archives. 

The current objectives for the post holder are therefore to: 
 

• Liaise with UoS and SCC comms to agree on coordinated comms, wrapped around the soft 
and formal openings of The Hold and the promotion of its first events, activities and exhibitions. 

• Undertake a review of the existing marketing and communications framework, to build it into a 
full SRO strategy which is reviewed every 12 months as well as being flexible enough to 
respond to comms opportunities as and when they arise. 

• To inform the strategy, map the county, regional, national events/activities/anniversaries which 
SRO can link with to maximise its profile and cross-promote with other organisations. 
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• Provide a central point of coordination for SRO’s social media and web based promotional, 
engagement and storytelling activity. 

• Work with the Volunteer Engagement Coordinator to identify where volunteers can assist with 
marketing and communications tasks. 

 
Unique Appeal of the Job 
This is a unique opportunity to play a key supportive role in delivering an exciting new heritage facility 
and programme of heritage activity for Suffolk. 

It will require highly effective interpersonal skills to work effectively and persuasively with partners and 
stakeholders within and external to the Council, and to encourage media support for The Hold and 
SRO countywide services. 

The role must target new physical and digital audiences in line with the audience development 
objectives of our Activity Plan. It must also consider the opportunities the SRO’s partnership with 
UoS brings, as well as supporting SRO fundraising efforts. 

It will be a challenging, but rewarding role, working with a service seeking to transform its offer to 
communities and users, and sustain that change in the long term. 

 
Person Profile 

 

 
Essential Desirable 

Education & 
Qualifications 

Degree or equivalent in a related field such 
as media studies or journalism. 

Accredited training in events 
management. 

Specialist 
Knowledge & 
Skills 

Web content management skills (e.g. 
WordPress). 

 
Well-honed project management skills, well 
organised, an excellent administrator with 
good attention to detail. 

 
Ability to work simultaneously on numerous 
different projects with competing deadlines. 

 
Highly computer literate with specific 
knowledge of Excel, Word and databases 
and CRMs (e.g. Mail Chimp). 

 
Use of Google Analytics or other website 
tracking systems. 

Knowledge of Suffolk, its 
history and organisations. 

 
Able to use video camera 
and edit film. 

Interpersonal & 
Communication 
Skills 

Excellent copywriting and proofing skills 
across all media channels. 

 
Excellent diplomatic, interpersonal and 
communication skills – to effectively manage 
relationships with a wide range of partners. 
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Ability to develop strong working relationships 
with colleagues across the SRO, SCC and 
UoS staff, community groups, and media 
agencies. 

 
A born connector, highly experienced in 
digital community outreach and building, and 
in creating networks with online and offline 
stakeholders. 

 
Demonstrable social media skills. 

Presentation skills including public speaking. 

Negotiation and persuasion skills in dealing 
with senior managers, staff, volunteers and 
potential funders (where appropriate). 

 

Relevant 
Experience 

A proven track record in marcomms planning, 
stakeholder and staff management and 
cross-departmental collaboration to achieve 
excellence in marketing and communications. 

Project management experience. 

Experience of creating digital content, 
including images, videos, and text, and online 
communication, including direct interaction 
with audiences promoting social media e.g. 
Facebook, Twitter, LinkedIn, YouTube and 
Instagram. 

 
Experience of using website content 
management systems (CMS). 

 
Knowledge and experience of Adobe 
Photoshop, Adobe Acrobat, InDesign (or 
similar design software). 

 
Experience and knowledge of Search Engine 
Optimisation (SEO). 

 
Experience of producing press releases, 
articles, newsletters or presentations. 

 
Experience of supervising volunteers. 

Experience in a cultural, 
heritage, or non-profit 
organisation. 

 
Budget management 
experience. 

Additional 
Requirements 

The willingness to travel to meetings/events 
and work unsocial hours at weekends and 
evenings 
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 Knowledge and ability to demonstrate 
commitment towards equality, diversity and 
inclusion issues. 

 
The ability to distinguish between decisions 
which can be made without reference to 
managers and those that require 
management input. 

 
Entrepreneurial and a can-do mentality: 
knows how to use digital tools and media to 
facilitate the team, network, and audiences in 
their work. 

 
Eager to learn, explore, and experiment with 
new digital solutions. 

 
To listen and apply creative thinking, empathy 
and new ideas to deliver improved services. 

 
Demonstrable strong commitment to public 
service, high standards of integrity, honesty 
and sensitivity. 

Excellent customer care skills. 

Full UK driving licence. 

 

 
If you have a disability or long term illness that otherwise prevents you from meeting any of the 
essential criteria, please contact us to discuss whether a reasonable adjustment can be made. 

Telephone: 08456 053000 

Email: recruitment@csduk.com 

mailto:xxxxxxxxxxx@xxxxx.xxx
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Job and person profile for: 
 

The Hold: Trainee Heritage Assistant 
 

Job Reference:  

  Job Family:   

Grade: £17,432 pro rata 

Directorate: Strategic development 

Location: Suffolk record office – The Hold 

Hours per Week: 37 hours or 18.5 hours per week 

Main purpose of the traineeship 
To gain knowledge and experience of working in the Archives and Museums Sector through a 
bespoke training programme. To support the development and delivery of all aspects of The Hold; 
whilst also gaining a broad understanding of the jobs available in museums and archives. The 
traineeship will be developed in direct response to the successful applicant’s interests but may include 
digitising, collections management, community engagement, working with schools, retail, project 
management and buildings management. To undertake work-based training alongside a tailored 
training programme to develop skills that will enable entry into a career path in the cultural, heritage 
or arts sector. 

The Trainee will work with the staff at the Record Office to develop an individual training and 
work plan that could include the following tasks: 

 
1. Work with the Community Programmes Officers East and West to understand the potential 

audiences for each of the three Record Offices 

2. Develop relationships with local community groups in and around Ipswich, Lowestoft and 

Bury St Edmunds to help them understand how they could use the Record Office and to 

help the Record Office attract and engage with new audiences 

3. Assist with the development and delivery of community engagement projects with the 

Community Programmes Officers East and West. 

4. Assist with the development and delivery of the new Record Office in Ipswich, known as 

The Hold. 

5. Work with the Exhibition and Interpretation Officer to identify potential communities who 

could be targeted for the temporary exhibitions at The Hold and the touring community 

exhibitions 

6. Assist with the development and delivery of the events programme to accompany the 

touring community exhibitions 

7. Assist with the digitisation of materials held at The Hold 
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8. Assist with the decant and recant of the archives from the Ipswich Record Office and other 

centres to The Hold 

9. Work with the Exhibition and Interpretation Officer to identify material for the exhibitions to 

be held at The Hold 

10. Work with the Community Programmes Officers East and West to identify material to 

support the Sharing Suffolk Stories programme of community engagement 

In addition, the Trainee will: 
 

11. Gain knowledge and understanding of the evaluation process for heritage engagement by 

gathering and analysing feedback for users and non-users. 

12. Work closely with volunteers 

13. Undertake training delivered by staff and volunteers (as appropriate) to fully understand 

how archives are collected, stored and used 

14. Undertake at least one formal training day a month (or every two months if part-time) to 

expand your heritage and archive skills and knowledge through the programmes offered 

by SHARE Museums East, Archives and Records Association, The National Archives etc. 

15. Undertake one week work placements as part of Suffolk Museums Skills For The Future 

project at Colchester and Ipswich Museum Service, National Heritage Centre for 

Horseracing and Sporting Art, Museum of East Anglian Life and the Long Shop Museum. 

16. Complete a training log and contribute to evaluation requirements of the development of 

The Hold 

17. Be flexible and committed in your approach to the traineeship, carrying out other duties 

which are in line with the expected general level of responsibility required of the post. 

18. Carry out the responsibilities of the traineeship and undertake all training, duties and 

interactions with staff, volunteers, partner providers and customers fairly, without unlawful 

discrimination and with due regard to the Council’s policies, procedures and guidelines on 

safeguarding & child protection, customer care, health and safety, equality and diversity, 

and the Investors in People standard, as well as the policies in place at the Hold. 

These are the key tasks as currently defined. They are not listed in priority order and post holders 
should not place emphasis on the location of the task within the forgoing job description. From time 
to time the key tasks may be varied and the post holder will be expected to take on such variations 
within the constraints of the grade and the level of responsibility implied in it 
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Person profile 
 

 Requirements Assessed by 
Application/Interview? 

Essential Desirable 

Knowledge    

Interest and enthusiasm to learn about 
archives and museums 

A&I Y  

General understanding of why it is important 
that a broad range of people engage with 
heritage 

A&I Y  

Broad understanding of health and safety, 
management of data, and equality and 
diversity in the workplace 

A&I  Y 

Demonstrate an active interest in a career in 
the heritage, arts or cultural sector 

A&I Y  

Demonstrate enthusiasm for undertaking 
training and short courses. 

A&I Y  

Interest and enthusiasm for making archives 
and collections of interest accessible to 
diverse people 

A&I Y  

Knowledge about and/or interest in at least 
one of the following areas: 

 
(this knowledge does not have to be 
demonstrated through a formal 
qualification and might arise from 
personal interest/enthusiasm) 
historic houses and collections 
museum collections/objects/archives 
archaeology 
art history 
social/political history 
community/local history 
the history of the UK 

A&I Y  

Experience    

Experience of working with members of the 
public would be an advantage. 

A&I  Y 

Experience of working in teams, but also on 
own initiative with less direct supervision 

A&I  Y 

Experience of working and delivering to 
deadlines 

A&I Y  



46 
The Hold: Trainee Heritage Assistant 

 

 

Experience of working with museum/heritage 
collections 

A&I  Y 

Skills    

Attentive and able to follow instruction A&I Y  

Able to communicate appropriately and 
effectively with a range of people, including 
children, young people, academics, 
professional colleagues and volunteers 

A&I Y  

Good level of ICT – Microsoft Office, social 
media platforms 

A&I  Y 

Self- motivated and able to use initiative A&I Y  

Be personable and adaptable A&I Y  

Be flexible and willing to work on occasional 
evenings and weekends if required 

A&I  Y 

Show commitment to creating accessible 
heritage learning experiences, which meet 
the needs of a diverse community, and the 
importance of wide access to heritage 
archives and collections through physical 
and virtual means 

A&I Y  

Be able to travel around Suffolk to carry out 
your duties as necessary 

A&I Y  

Qualifications    

Undergraduate degree (or equivalent 
qualification/ experience) in a relevant subject 

A  Y 

 

Additional information 
At The Hold, we want to receive applications from people from all backgrounds and increase the 
diversity of our workforce. We encourage applications from those from black, ethnic minority 
applicants and people with disabilities, as these groups are currently underrepresented in our sector. 

An open day will be held on [Date and time] at Ipswich Record Office Gatacre Rd, Ipswich IP1 2LQ 
for potential trainees to seek advice about their application. Booked appointments only. 

If you want to book an appointment at the open day, have any questions or would like an application 
form please contact [Name] 

To apply please return a completed application form to [Name] you may also send a CV if you wish. 
Closing date for applications is midnight on [Date]. 

This traineeship is supported by the Heritage Lottery Fund. 
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Job and person profile for: 
 

The Hold: Intern 
Looking for some hands-on experience in your area of study? Then apply now for this great 
opportunity to assist in a specific area of development of The Hold. 

*THIS OPPORTUNITY IS OPEN TO UNIVERSITY OF SUFFOLK FINAL YEAR 
UNDERGRADUATES AND GRADUATES* 

 
The Project 
Storyboard, develop and deliver three TED-style talks about how to use the material at The Hold 
targeted at students and people who have not used The Hold’s material before. 

 
Working at The Hold, specific tasks will include: 
• working with staff at The Hold to identify the three most important stories they wish to tell 

students and members of the public on the website before they visit 

• storyboarding at least three films about the work of the Record Offices. Each film will enable 
students and members of the public who have not used the archives before to understand 
where to find different archives at the Record Offices and how they can access information 

• filming the films after presentation to key staff at The Hold 

• editing the films to meet staff at The Hold’s requirements 

• delivering the films in a format that will enable the easy upload onto The Hold’s website. 

The Hold are looking for the following skills and qualities: 
• creative film maker 

• good understanding of developing films for target audiences 

• excellent communication skills through the medium of film 

• technically capable of developing high quality films 

• self-motivated with the drive to complete tasks 

• good attention to detail 

• good written and verbal communication skills with people at all levels 

• good understanding of uploading of images and films to websites. 
 
Benefits 
This is a great opportunity to undertake a commission to develop films for a target audience. You 
will gain an understanding of how the heritage sector needs to put across specific stories.  There 
will be opportunities to understand the different elements of how the Record Offices in Suffolk work. 
You will have the satisfaction of seeing your final films being used to attract and inform potential 
visitors to The Hold. 
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The Organisation 
The Hold will be the new Record Office in Ipswich. It will be based by the Waterfront and will 
contain archives dating back 900 years. The Hold will open in autumn 2019 and the films will be 
part of the new redevelopment of the website and how information is given about archives. The 
Hold will include temporary exhibitions, events, a shop and a café. 

 
 

This internship is supported by the Heritage Lottery Fund. 

This internship is based at [Location] 
Please note this is a paid internship. The National Living Wage of £8.45 an hour will be paid 
monthly in arrears (subject to tax and NI) 

Duration: 12 weeks/37 hours per week 

Closing Date: [Date] 

Interview Date: [Date] 

Start Date:  As soon as possible following interview 
 
 

Please note: The above skills are not expected to be shown in a commercial context, but rather 
through the skills gained from your degree and other activities. 

 
Additional Information 
At The Hold we want to receive applications from people from all backgrounds and increase the 
diversity of our workforce. We encourage applications from those from black, ethnic minority 
applicants and people with disabilities, as these groups are currently underrepresented in our 
sector. 

 
 

An open day will be held on [Date and time] at Ipswich Record Office Gatacre Rd, Ipswich IP1 2LQ 
for potential trainees to seek advice about their application. Booked appointments only. 

 
 

If you want to book an appointment at the open day, have any questions or would like an application 
form please contact [Name]. 

 
 

To apply please return a completed application form to [Name] you may also send a CV if you wish. 
Closing date for applications is midnight on [Date]. 
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Job and person profile for: 
 

The Hold: Trainee 
Not sure about what to do next? Should you go straight into work or to university? Have some 
interest in history?  Need to earn some money over the summer while you make your decisions? 

*This opportunity is open to anyone between the age of 16 and 19 years old who has not 
attended or applied to attend university this school year. * 

 
The Project 
This traineeship will give you an insight into working in the heritage industry. You will get to 
experience how the different areas of the Record Offices work, from working with families to looking 
after documents that can be up to 900 years old. You will be based at The Hold which is the new 
Record Office in Ipswich by the Waterfront. It holds documents, photographs and audio recordings 
that can be used to trace your family tree and understand how Suffolk has changed. 

 
Working at The Hold, specific tasks will include: 
• each week you will work in a different department at The Hold; such as event management, 

building management, archiving, conservation, digitisation, education, retail and café. The 
areas of interest will be discussed before you start work. 

• each week you will be given an introduction into what the section does and then you will 
shadow and assist the staff and volunteers for the three days you are in the section 

• you will also get an introduction to the different departments at the University of Suffolk that 
work with The Hold 

• for the final two weeks you will choose which area you would like to work and in conjunction 
with the staff develop and deliver a small project. 

 
The Hold are looking for the following skills and qualities: 
• an interest in history 

• an enthusiastic outlook 

• attentive and able to follow instruction 

• broad understanding of health and safety 

• good attention to detail 

• good written and verbal communication skills with people at all levels 

• ability to turn up for work every day punctually and to be appropriately presented. 
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Benefits 
This is a great opportunity to get paid experience of working in a heritage site. It will help you think 
if it is a career you may be interested in and what you need to do to pursue such a career. It will 
also give you valuable experience of working in a work place that has a variety of departments that 
you could also pursue outside of the heritage sector. The role has been designed so that it is part- 
time over the summer so you can continue with your studies in October if appropriate. 

 
The Organisation 
The Hold will be the new Record Office in Ipswich. It will be based by the Waterfront and will 
contain archives dating back 900 years. The Hold will open in autumn 2019. The Hold will include 
temporary exhibitions, events, a shop and a café. 

 
 

This traineeship is supported by the Heritage Lottery Fund. 
 
 

This traineeship is based at The Hold 

Please note this is a paid traineeship. The National Living Wage of £8.45 an hour will be paid 
monthly in arrears (subject to tax and NI) 

Duration: 8 weeks, 3 days a week 

Closing Date: [Date] 

Interview Date: [Date] 

Start Date:  June 2020 

 
Please note: The above skills are not expected to be shown in a commercial context, but rather 
through the skills gained from your studies and other activities. 

 
Additional Information 
At The Hold we want to receive applications from people from all backgrounds and increase the 
diversity of our workforce. We encourage applications from those from black, ethnic minority 
applicants as these groups are currently underrepresented in our sector. 

 
 

This traineeship is targeted at specific schools in Ipswich. We will therefore come to your school on 
[Date] to discuss with potential candidates what the role will consist of. If you want to book an 
appointment for this day, have any questions or would like an application form please contact 
[Name]. 

 
 

To apply please return a completed application form to [Name] you may also send a C.V if you wish. 
Closing date for applications is Midnight on [Date]. 
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Brief for: 
 

The Hold - Freelance Artist 

Background 
Suffolk County Council (Suffolk Record Office - SRO) and the University of Suffolk have formed a 
partnership to deliver an exciting new heritage facility, called The Hold. Our vision for The Hold is to 
open up 900 years’ of rich, archival heritage to existing and new audiences; to do so, we require an 
Artist to work with communities to make significant artwork/s for the site, which will be developed in 
partnership with the design team, exhibition designers, and contractor, contributing to the profile of 
the new building. 

The Hold, a partnership between Suffolk Record Office and the University of Suffolk, will introduce, 
inspire, and interpret Suffolk’s rich archival heritage in new and engaging ways, through creating a 
much-needed, new Record Office near Ipswich Waterfront and a reshaped service that engages 
communities across the county. 

 
A new flagship building will give the bulk of Suffolk’s records a new, fit-for- 
purpose home and provide learning facilities within a unique visitor attraction 
in the vibrant Waterfront area of England’s oldest, continually occupied 
town. “The Hold” will support sustainable partnerships with communities, 
learners and researchers, enabling collections to be accessed by a larger, 
more diverse range of users. 

 

Our marvellous collections contain material of national and international 
significance: we intend to reveal these treasures to new audiences. With the 
900th anniversary of our oldest document approaching, The Hold will launch 
people, young and old, on new voyages of discovery. 

 
 
About the work 
This brief refers to the appointment of an Artist to work closely with communities and the design 
team/exhibition design team, integrating art into The Hold development and proposing and delivering 
a Work or series of Works that contribute to an exciting and dynamic new heritage facility. 

The budget available for the work is up to £40,000 (inclusive of travel and related costs) commencing 
May 2018 and finishing in September 2019 (estimated) and we would expect the work to be distributed 
across c.140 days during that period of time. 

The budget for the fabrication and installation of the Work/s is up to £25,000. The project is supported 
by the Arts Council England’s ‘Grants for the Arts’ scheme and must meet their objectives, terms of 
grant, and monitoring and reporting requirements. 

It is anticipated that the artist’s approach will be informed by both the site and heritage context, by 
discussions with the design team, exhibition designers and communities, and through considering the 
needs of the existing and new audiences that will be served by The Hold. 
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Although the theme and nature of the Work/s will be proposed by the artist, it is suggested that the 
following be considered: 

• history and former usage of the site for The Hold 

• links between the site, its immediate context and the town of Ipswich 

• interpretation of the archival collections 

A number of approaches could be considered. These might include a single central Work, or a series 
of linked Works distributed around the site. In addition, as well as stand-alone options, the artist might 
consider a Work that is incorporated into digital interpretations at The Hold. A range of skills must be 
demonstrated. 

It is intended that the Work/s should provide a sense of connectivity, celebrating the location and the 
community, creating a local focus and contributing to a sense of public ownership. 

 
Principal tasks for the Artist 
The Artist will be expected to: 

• Work with the design team, exhibition designers, SRO and local communities on a public art project 
for the site, the timing of which must be aligned to the relevant key milestones of the building 
programme. 

• Consider the site, its history and context in developing a Work/s for the public area/s of The Hold 
(external and internal) and ensure that this is appropriate for the environment and the audiences that 
will use The Hold. 

• Develop initial, outline designs for the Work/s and once these have been agreed, produce full 
detailed designs for the Work/s 

• Provide details of how the Work/s will be delivered including, materials involved, detailed costs, 
maintenance and any specialist technical requirements. 

• Provide details of installation requirements and timescales involved. 

• Provide relevant details for planning applications and if appropriate present proposals to Suffolk 
Record Office. 

• Fabricate or oversee the fabrication of the Work/s. 

• Work with the design team and contractors on the installation of the Work/s 

• Work closely with the project team and others with the aim of delivering the project on budget and 
schedule. 

• Work with the Project Coordinator to ensure the project meets the requirements of the Arts Council 
England as set out in their terms of grant (www.artscouncil.org.uk/sites/default/files/download- 
file/Standard_terms_Conditions_for_grants_May2016.pdf) and grant award and logo guidance. 

• Participate in any programme of public engagement linked to the project. 

• Maintain a weekly blog about the project and take part in any further press and marketing 
opportunities relating to the project. 

• Participate in any documentation and evaluation linked to the project. 

http://www.artscouncil.org.uk/sites/default/files/download-file/Standard_terms_Conditions_for_grants_May2016.pdf
http://www.artscouncil.org.uk/sites/default/files/download-file/Standard_terms_Conditions_for_grants_May2016.pdf
http://www.artscouncil.org.uk/sites/default/files/download-file/Standard_terms_Conditions_for_grants_May2016.pdf
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It is anticipated that public engagement, press and marketing, and documentation and evaluation will 
be led by others, but the Artist will be expected to be involved in discussions regarding these and if 
necessary contribute to these activities. 

 
Consultation requirements 
The following people need to be consulted closely in preparing proposals: 

 
• Senior staff in Suffolk Record Office and the University of Suffolk 
• The Architectural Design Team and Exhibition Design Team 
• Local community groups, including those representing users of The Hold 
• University students and representatives of other key target audiences (older people, 

BAME groups, families, low income households) 
• Waterfront residents (audience on the “doorstep”) 
• Front line staff in Ipswich Record Office and some of its long-term volunteers 
• Representatives of heritage organisations already linked to the service (e.g. Friends of 

Suffolk Record Office, Suffolk Local History Council, Suffolk Records Society, Suffolk 
Archives Foundation) 

In addition, it is appropriate to liaise with the SRO Collections Team in developing an understanding 
of the heritage cared for by SRO and how it may be communicated to audiences through an art 
project. 

 
Essential 
We would expect that the Suffolk Record Office will own all IPR’s (Intellectual Property Rights) and 
Copyright of everything produced for the brief. 

 
Possible sources of information 
The following documents can be provided to inform the work: 

 
• Activity Plan for The Hold and audience research data that informed it 
• Conservation Plan and Management and Maintenance Plan for The Hold 
• Exhibition design proposals for The Hold (up to RIBA Stage 3) 
• Architectural design proposals for The Hold (up to RIBA Stage 3) 
• Digital Strategy for The Hold 

 
Key relationships 
The Project Coordinator (Suffolk County Council) will be the main point of contact for and the 
supervisor of the consultant. The PC will provide all necessary existing contacts and support the 
consultant in the work. 

The other key relationships will be with: 
 

• The Architectural Design Team, Exhibition Design Team, and Building Contractor 
• Record Office Management Team 
• Project Steering Group (representatives from the University and County Council) 
• Local community groups such as the Waterfront Residents’ Association, Bangladeshi Support 

Centre, Suffolk Coalition for Disabled People, and the Ipswich Society. 
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The consultant will also need to carefully consider the opportunities the partnership with the University 
brings. 

 
Project methodology & estimated timescale 

 

• Commissioning meeting in May 2018 to agree methodology and timetable for the duration of 
the work 

• Draft proposals to be ready for review by Project Group by August 2018 
 
Monitoring and evaluation 
Monitoring criteria consist of: 

 
• Draft artwork proposals by agreed dates 
• Satisfactory delivery and installation of artwork proposals by agreed date 

 
What to Submit for Tender 

 

1. Fixed price quote for developing the proposals as specified with a proposed payment 
schedule linked to potential deliverables 

2. A brief but clear outline of what the price will cover 
3. An outline schedule of delivery 
4. At least three examples of relevant Art projects carried out by your company 
5. The CV of the director(s) and principle person who will work on the brief and liaise with us 

 
Please also answer the following questions: 

6. How you would approach developing a community-collaborative artwork proposal for a 
new, culturally important heritage site that is part of a county-wide archive service? 

 
Assessment 
Tenders will be assessed on the basis of price (40%), examples of previous work (35%), relevant 
experience in producing artwork for heritage and/or cultural enterprises (15%), CVs (5%) and answer 
to question 6 above (5%). 

Return of tenders 

Tenders  must  be  returned  in  an  electronic  format  (word  or  PDF),  no  larger  than  10MB     to 
……….by…………………………. 

These may then be followed up by face to face meetings within 2 weeks by arrangement. 

For further information on the project or for an informal chat, please contact Project Coordinator, Amy 
Rushton, on 01473 264519 

 
Useful background information 

About the SRO service today 
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The Suffolk Record Office has offices based in the three largest population centres of the county: 
Bury St Edmunds, Ipswich, and Lowestoft and a new website to which it is actively adding collections 
information and digitised images (see www.suffolkarchives.co.uk). 

The service is one of the most visited local authority archives in the country3 with a body of regular 
users and volunteers, but its user profile is fairly narrow and visitors are slowly declining in number 
year on year. Suffolk Record Office wishes both to diversify its users and to reverse the decline in 
numbers. Interpretation is seen as a crucial way of achieving this, but there is little to no space in the 
existing branch locations to house displays. Displays are currently limited to “ad hoc” panels, boards 
and pop ups and there is no overarching, strategic approach to what is displayed or when, other than 
ensuring tie-in to some national events such as “Explore Your Archive” week or other opportunities 
as they arise. 

In 2014-15, the Record Office welcomed: 
 

• 17,380 independent researchers visiting one of the three Suffolk Record Office branches 
• 1,045 attendees for special lectures or seminars outside the record offices 
• No school pupils (until 1999 the Record Office had an Education Officer and had the 

highest number of school and student users in the country) 
• People using online research services: user visits 119,831 and page impressions 

1,012,096 
• 87 volunteers giving 7,900 hours across the 3 offices 

 
About The Hold 
The service is about to embark on a major capital development that will involve relocating its Ipswich- 
based branch from an out-of-the-way building on Gatacre Road, Ipswich, to The Hold - a new 
purpose-built facility near the Waterfront, that will operate in collaboration with University. The Hold 
is anticipated to open by the end of 2019. This development provides an ideal opportunity to link to 
new audiences and to refocus the service’s efforts in engaging as wide and large an audience as 
possible. 

As well as a new Record Office, The Hold will deliver flexible, shared learning spaces with the 
University (including an auditorium), a bespoke education room, a café, retail zone and an exhibition 
space to truly showcase the treasures hidden in the archives to existing and new audiences, allowing 
them to connect with our collections on a number of levels. 

As well as dedicated exhibition space, the vision for the building includes the incorporation of 
permanent/semi-permanent displays in other areas (e.g. circulation spaces, spaces within the search 
rooms, the café) so that visitors can follow different themes around the building. 

Target audiences for The Hold identified in its Activity Plan include: 

Based on the market research and consultation, eight target audiences have been identified 
for this project: 

 
• low income older adults (65 years+) 
• families with children aged 5 – 12 years 
• diverse communities 

 
 

3 Of non-metropolitan authorities 

http://www.suffolkarchives.co.uk/
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• people with dementia 
• university students 
• young people aged 18 – 24 years 

• school children (primary schools and 6th form students) 
• visitors to the Waterfront and to Ipswich. 

 
These are in addition to The Hold’s core audiences: 

 
• older adults 
• interest groups 
• independent researchers 
• university students. 

 
About the collections 
The SRO collections are split into two clearly defined areas: The Archival Collection and The Local 
Studies Collection. The Archival Collection consists of original primary source material and the Local 
Studies Collection consists of local printed books, newspapers, printed maps, etc. The collections are 
housed in three separate branches; Ipswich Record Office (IRO), Bury Record Office (BRO) and 
Lowestoft Record office (LRO).  Each branch has its own, defined geographical collecting area. 

 
The Hold will bring the following elements together into a single location: 

 
- The Archival Collections and Local Studies Collections from IRO 
- Selected Archival Collections from LRO 
- Around one third of the Archival Collections from BRO 

and 
- Some of the Archaeological Archives held by the County Council’s Archaeology service; 

namely: 
o Grey Literature 
o Paper archive – the Ipswich material (all sites 1974 – 1990, total of 38 sites). 
o The Basil Brown archive 
o Photographic negatives, fiche, plates and slides 
o Two hanging cases of drawings too but I could be wrong 

Our exceptional collections are studied by over 25,000 people a year. In 2008, the British Library’s 
“Preservation Advisory Centre” assessed our collections and determined that: - 

 
• 98.31% was unique, or likely to be so 
• 99.76% was part of the “national documentary heritage” 

 
SRO’s collections are thus well above the national average of 66% for uniqueness and 72% for 
national documentary heritage. Please see “Statement of Significance” at Appendix 16 for more detail 
on national and international significance of the collections. 

 
Items of particular note include illuminated charters of 1138, 1378 and 1146, and the exquisite Bury 
Psalter of c.1400, showcasing East Anglia as one of the great centres of artistic creation in medieval 
England. 



57 
The Hold - Freelance Artist 

 

 

Also highlighting Suffolk’s importance as a centre for the arts are the papers of the Theatre Royal, 
Bury St Edmunds, the last remaining Regency playhouse in the country and one of the most historic 
theatres in the world. 

 
SRO also boasts one of only ten surviving copies of the play “The Farce of Sodum” (c.1685), the first 
literary work ever to be censored in England on the grounds of obscenity. 

 
Surveys drawn in 1600 by John Norden for Sir Michael Stanhope reflect Suffolk’s place in the history 
of cartography; Norden is credited with developing key innovations that were adopted nationally. The 
surveys are works of art in their own right. 

 
Our collections of some of the nation’s great landed families include the de Saumarez family papers, 
containing material preserved under the ‘National Treasures’ Acceptance in Lieu scheme. Within 
these, the de Saumarez naval papers elucidate Great Britain’s wars with the United States (1812) 
and Napoleon. 

 
Our maritime and naval collections are exceptional, containing crew agreements, Port Registers, and 
records of the export of canned fish all over the world; the canning factory of Morton’s of Lowestoft 
supplied both the Shackleton and Scott Polar expeditions. 

 
Suffolk was also a centre of innovation in industry; SRO holds the records of Richard Garrett and 
Sons Ltd, large exporters of agricultural engineering products, including steam traction engines. Their 
‘Long Shop’ assembly hall was one of the world’s first flow-line production assembly halls and their 
products exported all over the world. 

 
SRO holds vitally important evidence on the Black Death (1348): the manorial court rolls of Walsham- 
le-Willows contain some of the best evidence nationally and internationally for the spread and survival 
of the disease. They have been studied by epidemiological researchers who hope to use its statistics 
to investigate a cure for AIDS. 

 
Suffolk is also famous for being the home of Elizabeth Garrett Anderson (1836-1917) the first British 
woman to qualify as a surgeon and physician; SRO holds her letters, photographs and ephemeral 
items. 
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Brief for: 
 

The Hold - Freelance Conservator 

Background 
Suffolk County Council (Suffolk Record Office - SRO) and the University of Suffolk (UoS) have formed 
a partnership to deliver an exciting new heritage facility, with the working title The Hold. We require 
a Freelance Conservator to help deliver our vision for combining heritage with community 
engagement and education: 

 
The Hold, a partnership between Suffolk Record Office and the University 
of Suffolk, will introduce, inspire, and interpret Suffolk’s rich archival heritage 
in new and engaging ways, through creating a much-needed, new Record 
Office near Ipswich Waterfront and a reshaped service that engages 
communities across the county. 

 

A new flagship building will give the bulk of Suffolk’s records a new, fit-for- 
purpose home and provide learning facilities within a unique visitor attraction 
in the vibrant Waterfront area of England’s oldest, continually occupied 
town. The Hold will support sustainable partnerships with communities, 
learners, and researchers, enabling collections to be accessed by a larger, 
more diverse range of users. 

 

Our marvellous collections include material of national and international 
significance: we intend to reveal these treasures to new audiences. With the 
900th anniversary of our oldest document approaching, The Hold will launch 
people, young and old, on new voyages of discovery. 

 
 

The Hold will deliver flexible, shared learning spaces with UoS, support a county wide strategic vision 
for heritage service development, UoS academic facility development, and further economic 
regeneration for the county town of Ipswich, as well as state of the art facilities for collections storage, 
management, access, and exhibition. As part of this project, SRO will be developing a new approach 
to working with communities and volunteers through the “Sharing Suffolk’s Stories” (SSS) project; a 
key part of the Activity Plan for The Hold. 

This will include: 
 

• creating new on-line access to over 400 of the SRO’s collection of parchment, paper, and 
tracing cloth maps (from the 1600s to present day, including manorial and estate maps, 
enclosure maps and awards, and 50-inch Ordnance Survey maps) with related information. 

• involving community partners and volunteers in enriching this map information with 
photographs (historic, aerial, and contemporary) and other historic information, including 
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links to key archives and possibly oral history recordings, developing and delivering 

exhibitions online and across the county. 

• promoting the new enriched online map resource and other SRO resources through a range 
of public events, exhibitions etc and supporting guidance (including for schools) 

• preparing collections for relocation into The Hold and carrying out the move in Autumn 2019 
with the support of volunteers (barcoding technology will be introduced to facilitate this.) 

 
Fee and payment schedule 
A part-time, temporary, experienced conservator is required for 24 months from May 2018-April 2020 
to work 18.5 hours a week. Most of the work during the first 14 months will be associated with the 
preparation for and the digitisation of the maps and awards. The reminder of the time will be spent 
on the preparations for and the movement of collections into The Hold. 

Salary scale £24,964 p.a. FTE equivalent (Local Government Grade 5 Scale 28) 
 
The aims and outline of the work 
Delivery Phase tasks, if the project secures Round 2 funding, will comprise: 

 
• The reorganisation of the Conservation Studio and the further development and 

implementation of an efficient and effective conservation, digitisation, and preservation 

workflow for the over 400 maps and enclosure awards. The items being digitised vary 

considerably in condition and size, and include original manuscript, printed and photographic 

copies in a range of formats - rolled, folded, and those bound within volumes. Treatment 

should be restricted to making the items safe for handling for scanning and cleaning. It will 
use batching as appropriate. 

• The completion and supervision of necessary conservation work on the maps and awards 
including: 

o packaging plans for safe transit to Ipswich Record Office (IRO) from Lowestoft 
Record Office (LRO) and Bury St Edmunds Record Office (BRO). 

o the completion of condition assessments, with photographs, of items before any work 
is carried out, reverse rolling, repairing, re-adhering, cleaning, detaching, flattening 
etc of items for digitisation. 

o repackaging in archival standard secondary packing and boxes as appropriate, and 
recording work done on the CALM conservation database. 

o carrying out any running repairs identified at the point of scanning. 
• Training and advising staff (including from a commercial company), volunteers, and visiting 

community groups on basic preservation techniques such as cleaning, and the handling of 
archives during digitisation and display. 

• Condition assessments and necessary conservation prior to digitisation of additional 
enrichment documents identified by community groups e.g. letters. 
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• Working with the SRO Management and Collections Team to further develop and implement 

the decanting and recanting plan for archives and local studies collections moving from the 

LRO, BRO Outstore, IRO and Suffolk County Council Archaeology Service Offices in Bury St 

Edmunds to The Hold.  This includes: 

o monitoring and recording the environmental conditions in The Hold during the drying 
out period, the move and afterwards. 

o supervising and training staff and volunteers involved in repacking and boxing 
collections, monitoring their work, and recording progress against agreed targets. 
More detailed support will be required in preparing photographic materials for storage 
at -200C. 

o supervising and training staff and volunteers helping with the move. This includes the 
resolution of any packaging issues that occur during the move and immediately 
afterwards. 

 
Key relationships 

 

• Reporting directly to the Collections Manager as a member of the Collections Management 
Team and cross-service Decant Recant Team. 

• Close liaison with Project Coordinator, Community and Learning Officers, Conservator, the 
external commercial contractor digitising large items, relevant staff and volunteers for the 
development and delivery of the SSS project. 

• Close liaison with the Conservator, Archivists and relevant staff and volunteers for the 
implementation of the decanting and recanting plan. 

 
Project methodology & estimated timescale 

 

• Initial early commissioning meeting in April 2018 to agree methodology and timetable for the 
duration of the Delivery Phase. 

• Start of contract May 2018. 

• Completion of the conservation work associated with the digitisation of the maps and awards 
by June 2019 

• Completion of the move in to The Hold by December 2019. 

• Resolution of packing and boxing queries resulting from the move by end of March 2020. 
 
Monitoring and evaluation 
Monitoring criteria consist of: 

 
• Completing conservation work programme for the SSS project to agreed standards 

milestones. 

• Completion of assigned decanting and recanting objectives to agreed standards and 
timescales. 
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What to Submit for Tender 
 

1. Fixed price quote for developing the proposals as specified with a proposed payment 
schedule linked to potential deliverables 

2. A brief but clear outline of what the price will cover 
3. An outline schedule of delivery 
4. At least three examples of relevant Conservation projects carried out by your company 
5. The CV of the director(s) and principle person who will work on the brief and liaise with us 

 
Assessment 
Tenders will be assessed on the basis of price (40%), examples of previous work (35%), relevant 
experience in Conservation work for archives (15%), CVs (10%). 

Return of tenders 

Tenders  must  be  returned  in  an  electronic  format  (word  or  PDF),  no  larger  than  10MB     to 
……….by…………………………. 

These may then be followed up by face to face meetings within 2 weeks by arrangement. 

For further information on the project or for an informal chat, please contact Project Coordinator, Amy 
Rushton, on 01473 264519 
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Brief for: 
 

The Hold - Evaluation Consultant 

Introduction 
Suffolk County Council seeks to appoint a consultant to develop a monitoring and evaluation 
framework for the delivery phase of its HLF-funded project to establish a new Record Office in 
Ipswich (The Hold) and to roll out formal and informal learning activities across the county. 

 
 

The delivery phase is expected to run from Spring 2018 until the conclusion of the project in Spring 
2022. 

 
Background to the project 
Suffolk County Council (Suffolk Record Office - SRO) and the University of Suffolk (UOS) have 
formed a partnership to deliver an exciting new heritage facility called The Hold, based on Ipswich’s 
waterfront. 

 
 

The Hold will include an exhibitions space, a café space, a retail space, a searchroom, archive 
storage and shared learning spaces with the UOS. Anticipated to receive over 24,000 visitors a 
year, The Hold will support a county-wide strategic vision for heritage service development, UOS 
academic facility development, and further economic regeneration for the county town of Ipswich. 

 
 

A full activity programme will see formal and informal activities delivered at The Hold and across the 
County. The centrepiece for the outreach programme is a project called ‘Sharing Suffolk’s Stories’ 
(SSS) which, as part of the overall activity programme, will: 

• create new online access to over 400 of the SRO’s collection of maps (1600s to 
present day, including Inclosure maps, deposited plans e.g. harbours, railways, etc., 
estate collections and the 1st edition Ordnance Survey) with related information 

• involve community partners and volunteers in enriching map information with 
photographs (historic, aerial and contemporary) and historic information, including 
links to key archives and possibly oral history recordings 

• promote the resource through a range of public events and supporting guidance 
(including for schools) 

• develop audiences at a local level across Suffolk that can both enjoy the locally 
created resources as well as those in the archive offices and online. 

The Suffolk Record Office also has two branches at Bury St Edmunds and Lowestoft and the staff at 
these offices will help deliver the SSS project and other outreach activities across Suffolk. 

 
The scope of the work 
The role of the consultant will be to co-ordinate the evaluation of the capital, activity and 
interpretation aspects of the project and write the final Evaluation Plan in keeping to HLF guidelines 
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Evaluating your HLF Project. Staff and volunteers will carry out the actual collection of evaluation 
data during the delivery phase. 

 
 

The consultant will: 

• compile a detailed evaluation framework which identifies benchmark data and those 
outputs and outcomes that are expected with delivery of each activity. There is an 
outline framework in the Activity Plan, as a starting point: 

o the framework should set out the key performance indicators (and associated 
quality indicators) expected from delivering each of the activities identified 
within the Activity Plan and other appropriate plans, as well as identifying the 
time-line when results are expected to materialise 

o the framework should be mindful of the requirements of HLF and their 
expectations in relation to the delivery of outputs that have been committed to 
be delivered within this funded project 

o within this framework, detailing the frequency with which monitoring will be 
carried out and identifying the most effective manner in which it should be 
carried out with specific audiences – e.g. by 1-2-1 phone call or follow-up 
questionnaire or by more direct approaches such as observation or focus 
group discussion 

o within the framework, developing a mechanism by which the results gleaned 
from the monitoring activity can be reviewed, collated and interpreted such 
that an action plan can be created identifying all steps necessary to enhance 
the future programme development and delivery 

• design a toolkit that staff use to collect the evaluation data 

• train staff and volunteers in the principles and techniques of evaluation and how to 
use the toolkit 

• provide support to staff and volunteers throughout the delivery phase 

• for the evaluation of the capital programme, the consultant will be expected to 
interview consultants and contractors. The interim capital evaluation plan will be 
written within three months of The Hold opening 

• for evaluation of the activity programme, the evaluation plan will be written about one 
month after the end of the delivery phase ends. 

• the consultant will be expected to interview key staff singly or in a group towards the 
end of the delivery phase as part of the research for the evaluation of the activity plan 

• the interim capital evaluation plan will be married with the activities evaluation plan 
and submitted as one to the HLF. 

 
 
Available documentation 

• the HLF Round 2 application form 

• the Round 2 Activity Plan 

• the Round 2 Stage 3 interpretation strategy for the exhibition space 

• the Round 2 Stage 3 architectural designs. 
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Management of the commission 
The commission will be managed by [Title] and on a day-to-day basis by [Title]. 

We expect a commissioning meeting and regular communication throughout the project. 
 
Skills required 
The consultant should have experience and expertise in: 

• evaluation of heritage projects 

• analysis of data, outputs and outcomes 

• working with heritage organisations 

• writing evaluation framework documents to HLF guidelines 

• ability to write clear and accurate copy. 
We are looking for a consultant with excellent communication skills, able to inspire and talk to 
people with a wide range of backgrounds and skills. 

 
Project methodology & estimated timescale 

• Initial early commissioning meeting in May 2018 to agree methodology and timetable 
for the duration of the Delivery Phase. 

• Start of contract May 2018. 

• Build evaluation framework in consultation with staff, deliver training – July/August 
2018 

• Prepare interim capital evaluation c. January 2020 

• Activity programme evaluation – compilation of report – June 2022 

• Iterative support as required between milestones 
 
Monitoring and evaluation 
Monitoring criteria consist of: 

• Completing evaluation work programme for the project to agreed standards & 
milestones. 

 
What to Submit for Tender 
Your tender should include: 

• approach to the project 

• methodology 

• CVs of proposed team members 

• track record 

• two client references 

• a fixed fee showing your daily rates between individuals, number of days spent on 
each task and including all fees and expenses 
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• projected timescale. 
 
Assessment 
Tenders will be assessed on the basis of price (40%), examples of previous work (35%), relevant 
experience in Evaluation work for HLF funded projects (15%), CVs (10%). 

Return of tenders 

Tenders  must  be  returned  in  an  electronic  format  (word  or  PDF),  no  larger  than  10MB     to 
……….by…………………………. 

These may then be followed up by face to face meetings within 2 weeks by arrangement. 

For further information on the project or for an informal chat, please contact Project Coordinator, Amy 
Rushton, on 01473 264519 
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Brief for: 
 

The Hold - Exhibition and Interpretation Designer4 

Background 
Suffolk County Council (Suffolk Record Office - SRO) and the University of Suffolk have formed a 
partnership to deliver an exciting new heritage facility, called The Hold. Our vision for The Hold is to 
open up 900 years’ of rich, archival heritage to existing and new audiences; to do so, we require an 
Exhibition and Interpretation Specialist with experience of working on Heritage Lottery Funded 
projects. 

Building on the RIBA Stage 3 proposals developed during the project’s Development Phase, the 
specialist will work with our knowledgeable collections staff and Delivery Phase project team to 
complete detailed exhibition and interpretation (including digital) designs and oversee their 
implementation, to RIBA Stage 7. 

 
The Hold, a partnership between Suffolk Record Office and the University 
of Suffolk, will introduce, inspire, and interpret Suffolk’s rich archival 
heritage in new and engaging ways, through creating a much-needed, new 
Record Office near Ipswich Waterfront and a reshaped service that 
engages communities across the county. 

 

A new flagship building will give the bulk of Suffolk’s records a new, fit-for- 
purpose home and provide learning facilities within a unique visitor 
attraction in the vibrant Waterfront area of England’s oldest, continually 
occupied town. “The Hold” will support sustainable partnerships with 
communities, learners and researchers, enabling collections to be 
accessed by a larger, more diverse range of users. 

 

Our marvellous collections contain material of national and international 
significance: we intend to reveal these treasures to new audiences. With 
the 900th anniversary of our oldest document approaching, The Hold will 
launch people, young and old, on new voyages of discovery. 

 
 
About the work 
Suffolk Record Office wishes to appoint an Exhibition and Interpretation specialist commencing May 
2018 and finishing in December 2019 (estimated). 

The Hold will have an exciting exhibition space with exhibition programmes that will be designed to 
attract people who would not normally visit. With the Development Phase of our HLF project 
complete, we now have an interpretative framework for the display areas around the building, 
programming the exhibition space, detailed cost estimates, and proposals for the themes, as well as 

 
 

4 This is a continuation of the Round 1 E&I Brief; it is planned GuM Studio will continue to fulfil their contract 
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an approach for the first ‘Blockbuster’ exhibition, which will take place at The Hold’s Spring opening 
in 2020. The exhibition and interpretation proposals developed to date provide an immersive and 
interactive visitor experience, breathing life into the 900 years’ worth of archives held in the strong 
rooms, and teasing-out key themes and stories that will excite existing and new audiences alike. 

The Delivery Phase work is about implementing these proposals. 
 
Principal tasks for the specialist 

• Working closely with the architectural Design Team, Client, and Building Contractor, further 
develop the E&I proposals through technical design, and oversee their installation/fit-out as 
part of the coordinated build programme of The Hold 

• Provide a full and complete design service, ensuring the integration of all cost management 
and services engineering; acoustics; lighting; graphics; signage, AV/digital interactives; and 
any other consultancy services required. 

• Provide any necessary contract administration and site supervision for the delivery of the 
exhibition and interpretation fit-out. 

• Carry out all necessary liaisons with the Client and Design Team. 
• Report regularly to the Client and Project Team to report on progress and cost monitoring 
• Provide as required all necessary drawings, specifications and other documentation in an 

agreed format 
• Where M&E services are required as part of the exhibition design, coordinate with the fixed 

M&E design as designed by the M&E Manager as necessary for the complete installation. 
• Provide information necessary for submission to the funding bodies, as required. 
• Liaise with the Freelance Artist appointed in May 2018 to ensure the proposals for a 

work/series of works developed by them enhances/complements the E&I proposals 
• Work with the SRO Collections Team on detailed proposals for the implementation of the 

first ‘Blockbuster’ show for the opening of The Hold: ‘Arrivals’ 
• Ensure that materials and media remain consistent with The Hold E&I brand 

 
Consultation requirements 
The following people need to be consulted closely in finalising and overseeing the implementation of 
the E&I proposals to ensure consistency of approach, coordination of delivery, and ensure 
collections care.: 

• Senior staff in Suffolk Record Office and the University of Suffolk 
• The architectural Design Team 
• Representatives of the wider Delivery Phase project team; cost consultant, Building 

Contractor, M&E Manager, Project Manager, and workstream leads as appropriate (e.g. 
IT lead, for AV installations) 

• University students and representatives of other key target audiences (older people, 
BAME groups, families, low income households) 

 
Essential 
We would expect that the Suffolk Record Office will own all IPR’s (Intellectual Property Rights) and 
Copyright of everything produced in relation to this brief. 

 
Sources of information 
The following documents can be provided to inform the work: 
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• Development Phase E&I Plan 
• Design and Access Statement for The Hold 
• Round 2 backing documents – in particular Stage 3 Cost Plan, the Digital Strategy and 

the Management and Maintenance Plan 
• Brief for the Freelance Artist 

 
Key relationships 
The Project Coordinator (Suffolk County Council) will be the main point of contact for and the 
supervisor of the consultant. The PO will provide all necessary existing contacts and support the 
consultant in the work. 

The other key relationships will be with: 

• The architectural Design Team (novated and client side) 
• Record Office Management Team, particularly the Collections Manager 
• Project Group (including representatives from the University and County Council) 

The consultant will also need to consider the opportunities the partnership with the University brings 
with regard to further involving students in the installation process, where appropriate. 

Background Information 

About the service today 
 

The Suffolk Record Office has offices based in the three largest population centres of the county: 
Bury St Edmunds, Ipswich, and Lowestoft and a new website to which it is actively adding 
collections information and digitised images (see www.suffolkarchives.co.uk). 

The service is one of the most visited local authority archives in the country5 with a body of regular 
users and volunteers, but its user profile is fairly narrow and visitors are slowly declining in number 
year on year. Suffolk Record Office wishes both to diversify its users and to reverse the decline in 
numbers. Interpretation is seen as a crucial way of achieving this, but there is little to no space in 
the existing branch locations to house displays. Displays are currently limited to “ad hoc” panels, 
boards and pop ups and there is no overarching, strategic approach to what is displayed or when, 
other than ensuring tie-in to some national events such as “Explore Your Archive” week or other 
opportunities as they arise. 

In 2014-15, the Record Office welcomed: 

• 17,380 independent researchers visiting one of the three Suffolk Record Office branches 
• 1,045 attendees for special lectures or seminars outside the record offices 
• No school pupils (until 1999 the Record Office had an Education Officer and had the 

highest number of school and student users in the country) 
• People using online research services: user visits 119,831 and page impressions 

1,012,096 
• 87 volunteers giving 7,900 hours across the 3 offices 

 
About The Hold 

 
 
 

5 Of non-metropolitan authorities 

http://www.suffolkarchives.co.uk/
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The service is about to embark on a major capital development that will involve relocating its 
Ipswich-based branch from an out-of-the-way building on Gatacre Road, Ipswich, to The Hold - a 
new purpose-built facility near the Waterfront, that will operate in collaboration with University. The 
Hold is anticipated to open by the end of 2019. This development provides an ideal opportunity to 
link to new audiences and to refocus the service’s efforts in engaging as wide and large an 
audience as possible. 

As well as a new Record Office, The Hold will deliver flexible, shared learning spaces with the 
University (including an auditorium), a bespoke education room, a café, retail zone and an exhibition 
space to truly showcase the treasures hidden in the archives to existing and new audiences, 
allowing them to connect with our collections on a number of levels. 

As well as dedicated exhibition space, the building includes the incorporation of semi-permanent 
displays in other areas (e.g. circulation spaces, spaces within the search rooms, the café) so that 
visitors can follow different themes around the building. 

 
About the collections 
The SRO collections are split into two clearly defined areas: The Archival Collection and The Local 
Studies Collection. The Archival Collection consists of original primary source material and the Local 
Studies Collection consists of local printed books, newspapers, printed maps, etc. The collections 
are housed in three separate branches; Ipswich Record Office (IRO), Bury Record Office (BRO) and 
Lowestoft Record office (LRO).  Each branch has its own, defined geographical collecting area. 

 
The Hold will bring the following elements together into a single location: 

- The Archival Collections and Local Studies Collections from IRO 
- Selected Archival Collections from LRO 
- Around one third of the Archival Collections from BRO 

 
and 

- Some of the Archaeological Archives held by the County Council’s Archaeology service; 
namely: 

o Grey Literature 
o Paper archive – the Ipswich material (all sites 1974 – 1990, total of 38 sites). 
o The Basil Brown archive 
o Photographic negatives, fiche, plates and slides 
o Two hanging cases of drawings too but I could be wrong 

 
Our exceptional collections are studied by over 25,000 people a year. In 2008, the British Library’s 
“Preservation Advisory Centre” assessed our collections and determined that: - 

• 98.31% was unique, or likely to be so 
• 99.76% was part of the “national documentary heritage” 

 
SRO’s collections are thus well above the national average of 66% for uniqueness and 72% for 
national documentary heritage. Please see “Statement of Significance” at Appendix 16 for more 
detail on national and international significance of the collections. 

 
Items of particular note include illuminated charters of 1138, 1378 and 1146, and the exquisite Bury 
Psalter of c.1400, showcasing East Anglia as one of the great centres of artistic creation in medieval 
England. 
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Also highlighting Suffolk’s importance as a centre for the arts are the papers of the Theatre Royal, 
Bury St Edmunds, the last remaining Regency playhouse in the country and one of the most historic 
theatres in the world. 

 
SRO also boasts one of only ten surviving copies of the play “The Farce of Sodum” (c.1685), the 
first literary work ever to be censored in England on the grounds of obscenity. 

 
Surveys drawn in 1600 by John Norden for Sir Michael Stanhope reflect Suffolk’s place in the 
history of cartography; Norden is credited with developing key innovations that were adopted 
nationally.  The surveys are works of art in their own right. 

 
Our collections of some of the nation’s great landed families include the de Saumarez family 
papers, containing material preserved under the ‘National Treasures’ Acceptance in Lieu scheme. 
Within these, the de Saumarez naval papers elucidate Great Britain’s wars with the United States 
(1812) and Napoleon. 

 
Our maritime and naval collections are exceptional, containing crew agreements, Port Registers, 
and records of the export of canned fish all over the world; the canning factory of Morton’s of 
Lowestoft supplied both the Shackleton and Scott Polar expeditions. 

 
Suffolk was also a centre of innovation in industry; SRO holds the records of Richard Garrett and 
Sons Ltd, large exporters of agricultural engineering products, including steam traction engines. 
Their ‘Long Shop’ assembly hall was one of the world’s first flow-line production assembly halls and 
their products exported all over the world. 

 
SRO holds vitally important evidence on the Black Death (1348): the manorial court rolls of 
Walsham-le-Willows contain some of the best evidence nationally and internationally for the spread 
and survival of the disease. They have been studied by epidemiological researchers who hope to 
use its statistics to investigate a cure for AIDS. 

 
Suffolk is also famous for being the home of Elizabeth Garrett Anderson (1836-1917) the first British 
woman to qualify as a surgeon and physician; SRO holds her letters, photographs and ephemeral 
items. 
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Brief for: 
 

The Hold - Design Team 
The Design Team appointed for The Hold during the Development Phase, Pringle Richards Sharratt 
and their team of sub-disciplines, will continue their contract through the Delivery Phase (partially 
novated to the Build Contractor) and will progress designs through RIBA Stages 4-7. For reference, 
the responsibilities of the key Delivery Phase disciplines for the Delivery Phase are provided below. 

 
The Hold – Architect 

Main responsibilities 
 

STAGE 4 

4.1 Develop a co-ordinated detailed design from approved scheme design in 
accordance with the project budget brief and cost estimate 

4.2 In liaison with cost manager/QS, provide design and cost information to, discuss 
options with and incorporate input of other participants into detailed design 

4.3 Provide material for preparation of a detailed design report including co-ordinated 
detailed design drawings, specifications and schedules 

4.4 Participate in agreeing the form and content of tender information for the main 
contract and any nominated subcontractors/suppliers 

4.5 Prepare production information comprising the following; 
site layout plans showing all external arrangements including utilities 
fully detailed and co-ordinated dimensioned floor and reflected ceiling plans, 
sections and elevations showing all internal and external arrangements 
large scale dimensioned assembly drawings showing all internal and external 
elements of construction and their relationship to each other 
detailed room data information including schedules of all components, finishes, 
fittings, furnishings and equipment in consultation with client/project manager 
details of all statutory and client signage 
full details of all external landscape 
levels on all drawings related to OD 
comprehensive specifications of materials and workmanship 
any requirements defining the method of work and organisation of the contractor 

4.6 Issue substantially complete tender information in sufficient time to allow review and 
modification prior to final tender issue 

4.7 Prepare drawings showing fire compartmentation and means of escape provision 
and provide input to fire safety strategy document 

4.8 Co-ordinate, in consultation with client and project manager, all visible aspects of 
the design including colour, texture, signage and graphics and the dimensional co- 
ordination of all service outlets 

4.9 Co-ordinate production of information with other participants including IT/CAD 
protocols and drawing formats 
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4.10 Participate in preparing strategy for testing, commissioning and handover including 
securing maintenance manuals from subcontractors prior to practical completion 

4.11 Participate in preparation of project wide definition of tolerances covering 
architectural elements and related interfaces 

4.12 Provide information including quotations from specialists in order that a detailed cost 
plan can be prepared by the cost manager/QS 

4.13 Participate in identifying and selecting site staff including Clerk of Works 

4.14 Participate in preparing a list of tenderers for each stage of the project including 
specialist subcontractors and participate in prequalification/1st stage tender 
interviews 

4.15 Participate in preparing the conditions of contract and preliminaries 

4.16 Participate in mid bid interviews 

4.17 Participate in reviewing and reporting on tenderer’s programmes and method 
statements and advise on acceptability 

4.18 Participate in negotiating with a tenderer 
4.19 Revise production information to adjust tender sum or to obtain new tenders within 

the project budget 

4.20 Prepare material for applications for approvals under building regulations and other 
statutory requirements 

4.21 Negotiate as necessary over building regulations and other statutory requirements 
and revise design and/or production information 

4.22 Negotiate waivers or relaxations under building regulations and other statutory 
requirements 

4.23 Submit drawings for approval of; landlords, tenants or others as requested by the 
client and project manager 

4.24 Participate in provision of information to required BREEAM rating. This includes 
providing information, attending meetings and other such work as is required to 
meet the required rating. 

STAGE 5  

5.1 Participate in preparing and executing plan for handover of the building at 
completion of any relevant phases 

5.2 Participate in the instruction and training of the client’s operating, maintenance 
and facilities management personnel 

5.3 Provide further production information as required in accordance with the 
programme of works and/or agreed information release schedules 

5.4 Receive design, fabrication and installation drawings from contractors and check for 
adequacy, accuracy and adherence to the design concept and authorise for 
construction where applicable 

5.5 Provide interpretation or clarification of existing design information 
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5.6 Maintain the following as built information; 
▪ general arrangement drawings 
▪ production information where work on site has been carried out to the same 
provided by the consultant 
noting any variations prior to work being covered up by successive trades 

5.7 Prepare information in accordance with client requirements for the compilation of 
maintenance manuals by others prior to handover of any relevant stage 

5.8 In liaison with the cost manager/QS, provide information for the preparation of 
financial reports to the client/project manager 

5.9 Participate in evaluating claims for delay and additional costs made by the 
contractor or any nominated subcontractors/suppliers 

5.10 Issue any draft instructions required to achieve satisfactory completion of the work 

5.11 Visit the site at intervals appropriate to the stage of construction to inspect the 
progress and quality of the works 

5.12 Verify whether construction activities and completed work is in accordance with the 
requirements of legislation, contract documents, client requirements and other 

good practice guidance and report any discrepancies 
5.13 Generally inspect the quality and adequacy of materials and components delivered 

to site 

5.14 As appropriate advise on sample taking and carrying out tests of materials, 
components, techniques and workmanship and examine the conduct and results of 
such tests whether on or off site 

5.15 As appropriate advise on the opening up of completed work to determine that it is in 
accordance with the contract documents 

5.16 As appropriate visit sites of the extraction and fabrication and assembly of materials 
and components to inspect such materials and workmanship before 
delivery to site 

5.17 Attend meetings with the contractor at regular intervals to review progress and 
identify information requirements 

5.18 Participate in monitoring the progress of the works against the contractor‘s 
programme 

5.19 Prepare snagging lists in order that the contractor may achieve timely completion 

5.20 Participate in documenting all items of work incomplete at practical completion 

5.21 Advise on the issue of certificates of practical completion in accordance with any 
contract requirements relating to the submission of maintenance manuals 

STAGE 6  
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6.1 Participate in post completion review of project to enable future improvements to 
design, procurement and administration 

6.2 Visit site to monitor satisfactory completion of outstanding items and/or investigate 
defects notified by the client 

6.3 Advise on issue of certificate of making good defects and final completion 

6.4 Provide information required for the preparation and agreement of the final account 
and final financial statement in the form required 
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The Hold – Lead Architect 

Main responsibilities 
General matters: 

 
1. With the consulting services a single point of responsibility for the Project 

Management and Full Design Team Services will be required to undertake the 
following Lead Architect Services from within their team providing the Core 
Service Disciplines as defined elsewhere in this document. 

 
2. In the following duties reference to 'Consultants' or 'Consultant Disciplines' 

shall include all the Core Service Consultant Disciplines other than the 
Project Manager who have been appointed for the Project by the Client. 

 
3. The Lead Architect will undertake his duties under the general direction of the 

Project Manager. The Lead Architect's primary duty will be to lead the team of 
other Consultant Disciplines and to ensure satisfactory co-ordination of their 
designs, recommendations and reports and, where required in the following 
duties and at other times necessary to ensure the satisfactory outcome of the 
project communicate these matters to the Project Manager. 

 
4. Where in the following duties, the Lead Architect is required to advise or 

assist the Project Manager in any way, then such advice or assistance shall 
include the coordinated advice or assistance obtained from other Consultant 
Disciplines. 

 
5. It is the Service provider’s responsibility to integrate the duties of the Lead 

Architect with those of the Architect or other potential designers from the defined 
list of Consultant (Design) disciplines. 

 

Item General duties of the Lead Architect – not aligned to RIBA Workstages 
No. 
1.1 During the course of the Consultant Disciplines allocation to a specific project 

appointment, attend meetings with the Project Manager and others as may be 
necessary to deal with matters appertaining to the Project and in order to ensure its 
satisfactory completion. 

1.2 Make recommendations to the Project Manager on the need to appoint Consultant 
Disciplines and on the scope of their duties. Subsequently assist the Project Manager in 
all matters associated with the work of Consultant Disciplines and assist in preparing 
briefs covering the scope of the Services for which they will be responsible. Work with 
the Project Manager to stress to the Consultant Disciplines the importance of 
collaborative working throughout the project. 

1.3 Maintain close contact with Consultant Disciplines and arrange and chair regular 
meetings with them throughout the Project in order to review their input to the design 
process. Establish formal communication procedures and hierarchy of responsibility 
between the Consultants and introduce procedures to ensure that they work closely 
together as a team. Arrange regular specific meetings to ensure that collaborative working 
and a Team ethos is achieved across the Project Team. Develop control procedures to 
ensure the success of this approach and to demonstrate measurable improvements. 
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1.4 Following consultation with the Project Manager, arrange for any necessary surveys to be 
undertaken. 

1.5 Co-ordinate the views of Consultant Disciplines in order to submit a detailed report to 
the Project Manager on the recommended scope of the Works together with a 
recommended programme and anticipated costs including reviewing alternative design 
and construction solutions and provide estimates of the costs of those options as 
required, and assist the Project Manager in reporting these matters to the Client. 

1.6 Make recommendations to the Project Manager on the need for any site investigations or 
tests to be undertaken and implement any decision taken. 

1.7 Communicate the details of the agreed Design Brief to all Consultant Disciplines and 
ensure that each Discipline confirm in writing their commitment to that brief. If this 
highlights the possibility of difficulty in implementing the brief, inform the Project 
Manager and take the necessary action to ensure that the difficulties are resolved. 

1.8 Assess the need to take action to protect the interests of the Client in respect of 
neighbouring properties and accordingly make recommendations to the Project 
Manager. 

2.1 Provide such assistance as the Project Manager may require in order to ensure that a 
cost plan is prepared for the Project based on the approved cost limit and distribute 
copies of the cost plan to all Consultant Disciplines. 

2.2 In co-operation with the Consultant Disciplines prepare a detailed programme for the 
production of design information leading up to obtaining tenders for the Works and 
obtain the Consultants commitment to that programme in writing, and provide a copy of 
the programme to the Project Manager. 

2.3 Assist the Project Manager to establish rigorous cost control procedures in order that 
designs are strictly monitored against the agreed cost plan and that any difficulties are 
rectified and the approved cost limit is maintained. 

2.4 Establish rigorous management procedures to monitor the production of design 
information produced by Consultants in order that any shortcomings are immediately 
highlighted and rectified. 

2.5 Establish and chair regular meetings with the Consultant Disciplines and others in order 
to monitor progress and to take any action necessary to correct any deficiencies in 
design information. Circulate minutes of the meetings to the Project Manager and 
others. The minutes shall record the action to be taken to rectify any deficiencies and 
shall indicate who is responsible for taking that action. 

2.6 Accept responsibility for ensuring that the exchange of design or other information 
between the Consultant Disciplines is satisfactory throughout the course of the Project. 

2.7 Establish regular reporting procedures with the Project Manager, identifying those 
matters which require approval and where necessary, provide assistance to obtain those 
approvals. 

2.8 In conjunction with the other Consultant Disciplines. Make recommendations to the 
Project Manager on the need for specialist design consultants outside of the Service 
Providers Core Service Disciplines. 
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2.9 In conjunction with other Consultant Disciplines, make recommendations to the Project 
Manager on the need for specialist contractors and suppliers to design and execute any 
sections of the Works and take any action necessary to implement the Project 
Manager's instructions. 

2.10 Co-ordinate all design work, ensure that the designs are fully integrated and are tested 
throughout the design phase against costs targets and planning or other controls and 
take any action necessary to rectify deficiencies. 

2.11 Prepare a report showing the progress made against the agreed design programme and 
confirm in the report that the approved cost limit and programme generally is being 
maintained and submit the report to the Project Manager at not more than monthly 
intervals or at such intervals as the Project Manager may instruct. 

2.12 Agree material and construction specifications with the Consultant Disciplines and keep 
the Project Manager fully informed. 

2.13 Interface with the Consultant Disciplines to ensure that Risk Assessments and Value 
Management procedures are undertaken at all key design development stages. 

2.14 Assist the Project Manager to ensure statutory approvals for the Project are obtained 
and that all utilities and other necessary services are in place both for the construction 
phase and for permanent operation following completion of the Project. 

2.15 Give the Project Manager sufficient notice of all approvals, decisions or other matters 
which require action by the Client and, where appropriate assist the Project Manager by 
providing information and making recommendations. 

2.16 Where difficulties are highlighted during the design phase which may not be capable of 
being resolved and which may result in a failure to meet the Client’s brief, submit a 
report to the Project Manager forthwith giving recommendations and options. 

2.17 Assist the Project Manager to ensure that all notices required under the EC regulations 
are given at the proper time and that all procedures comply with EC legislation. 

2.18 Ensure that all life cycle costing and environmental assessment techniques are applied 
to the development of Consultant Disciplines designs and adopt solutions giving the 
best overall value for money and, where this may result in the cost limit for the project 
being exceeded, make recommendations to the Project Manager and obtain 
instructions. 

2.19 Ensure that the specifications prepared for the Works specifically exclude the use of 
materials being deleterious and subsequently ensure that such materials are not used 
in connection with the Works. 

2.20 With the approval of the Project Manager, arrange for any required submissions of 
designs, drawings, models, calculations or other material to regulatory bodies and 
expedite any necessary approvals. 

2.21 If instructed by the Project Manager (and subject to the payment of an additional fee) 
arrange to act as expert witness at any hearing or planning enquiry and the like or, 
alternatively, and with the approval of the Project Manager, arrange for other appointed 
Consultants to do so and manage their activities. 

2.22 Discuss with the Project Manager the general arrangements for obtaining tenders, 
obtain instructions and implement the action approved. 
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2.23 In co-operation with the other Consultant Disciplines submit to the Project Manager the 
names of the firms who are considered to be suitable to be invited to tender for the 
Works and specialist works in order to assist the Project Manager to obtain the Client’s 
instructions. 

2.24 Ensure that all drawings, specifications, bills of quantities, schedules or other 
documents necessary for the obtaining of tenders are produced in accordance with the 
agreed programme and that the works included therein are capable of being 
constructed within the approved cost limit for the Project. 

2.25 Ensure that a pre-tender estimate is prepared based on the tender documentation and 
check against the cost target for the Project approved by the Client and report to the 
Project Manager accordingly. 

2.26 Assist the Project Manager to deal with all enquiries from the contractors during the 
tendering periods and ensure that any clarification on the content of the documentation 
given to a tenderer is copies to other firms tendering. 

2.27 Arrange for any tender under consideration for acceptance to receive an arithmetical 
and technical check and ensure that any errors are resolved in accordance with the 
Client’s procedures and inform the Project Manager of the results of those checks. 

2.28 Co-ordinate tender appraisals from the Consultant Disciplines and submit a report to 
the Project Manager including recommendations if the lowest compliant tender 
obtained is higher that the approved cost for the Works and provide whatever 
assistance the Project Manager may require in order to obtain the Client 's instructions. 

3.1 Following discussion with the Project Manager, co-ordinate the collection of 
documents from Consultants to enable the Client to enter into Contract and ensure 
that any adjustments have been made to the documents in order that they conform to 
the approval given by the Client. 

3.2 Provide such assistance as the Project Manager may require in order that the Project 
Manager can agree a detailed programme for the Works with the Contractor which 
specifies completion by the agreed date. 

3.3 Attend the Project Manager's meetings with the Contractor or with others. 

3.4 Establish and chair regular meetings with Consultant Disciplines to review design 
information and accept responsibility for monitoring the distribution of that information 
to the Contractor and the other Consultants as may be necessary and circulate 
minutes of the meeting to the Project Manager and to the other Consultants. The 
minutes shall record the action to be taken to rectify any deficiencies and shall indicate 
who is to be responsible for taking that action. 

3.5 Until completion of the Project, continue reporting to the Project Manager in Accordance 
with procedures established under Stage 2. 

3.6 Assist the Project Manager to ensure that rigorous safety policies are in place and are 
implemented by the Contractor and Sub-Contractors working on the site and that there 
is adequate protection for the public and others. 

3.7 Assist the Project Manager to ensure that rigorous quality management procedures are 
in place throughout the construction phase. 

3.8 Under the direction of the Project Manager deal with all matters, including (but not 
limited to) all activities in connection with the adjudication of disputes between the 
Client and the Contractor concerning the Works contract as is necessary in order to 
ensure the satisfactory completion of the Works. 
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3.9 Arrange for any special inspections or tests necessary to ensure proper and adequate 
standards of construction are maintained and that all works are constructed in 
accordance with the contract documents. 

3.10 Throughout the construction phase and until all construction accounts are settled, 
inform the Project Manager of any contractual claims which have been received or are 
likely to arise and provide advice, information or recommendations as is necessary in 
order that the Project Manager can deal with such claims. 

3.11 Assist the Project Manager to continue to monitor the construction phase and to take any 
necessary action in order to ensure that the Project will be completed within the cost 
approved by the Client and by the programmed completion date. 

3.12 Ensure that Consultant Disciplines observe the provisions of their Appointment 
regarding cost control procedures and that the procedures for obtaining approval to 
introduce variations. On behalf of the Project Manager, receive the Consultant's 
financial statements and submissions in accordance with this Condition and submit to 
the Project Manager with recommendations. 

3.13 Ensure that Payment Certificates are issued in accordance with the terms of the Works 
contract and make recommendations to the Project Manager regarding payments. 

3.14 Co-ordinate site visits of other Consultant Disciplines and ensure that the frequency of 
these visits is satisfactory. 

3.15 Assist the Project Manager to co-ordinate the issue of Certificates relating to the 
completion of the works. 

3.16 Ensure that lists of defects are issued at the appropriate time under the Contract. 

4.1 Ensure that all defects are rectified. 

4.2 Ensure that the Works are cleaned, tested and commissioned prior to handover to the 
Client. 

4.3 Ensure that all statutory Certificates and Approvals are given to the Project Manager 

4.4 Assist the Project Manager to co-ordinate the production of the Final Accounts and the 
issue of Final Certificates. 

4.5 Assist the Project Manager to prepare a completion report to the Client showing: 
- a comparison between the outturn cost and the approved budget cost; 
- the actual expenditure against sums included in the contract for specialist works 

and provisionally measured work; 
- the costs included against any Variation or Price clause; 
- the expenditure against approved variations and additional works authorized by 

the Client; 
- a comparison of programmed dates against actual dates achieved; 
- any lessons obtained from the scheme which could be applied to future projects; 
- the performance of project participants. 

4.6 Assist the Project Manager to deal with any outstanding insurance claims. 
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The Hold – Landscape Architect 
Main responsibilities 

 

Item No. General duties of the Landscape Architect – not aligned to RIBA Workstages 

1.1 Carry out a site survey and/or as part of the design team submit a report to the 
Client. 
The report to include: 

• a description and address of the property; 
• the dates during which the survey was undertaken; 
• the name and qualification of the person who carried out the survey; 
• advice on matters relating to Statutory and legal requirements; 
• details of its present external environment including site features trees, 

vegetation hardworks, etc; 
• whether any further investigation is advised; 
• supporting drawings and/or photographs; 
• recommendations (and estimated costs if applicable in conjunction with 

the Quantity Surveyor); 
• an anticipated programme for the completion of the Works; 
• the name and qualification of the person signing the report who should be a 

senior Partner or Director of the Consultant. 

1.2 Receive an initial brief from the Client and assist in identifying possible options and 
expenditure limits. 

1.3 Carry out a site survey and subsequently a site analysis exercise. Consult as 
necessary with any local or other authority on matters relating to the proposed 
Works. 

1.4 Arrange for the carrying out of any site investigation authorized by the Client, 
interpret the result and, if necessary, make recommendations to the Client. 

1.5 Arrange with other members of the Project Team to undertake preliminary 
feasibility studies based on the Client initial brief, discuss with the Client and obtain 
instructions. 

1.6 Liaise with the other members of the Project Team and undertake such further 
studies as may be necessary in order to submit proposals and options to the Client 
including an anticipated programme and costs and undertake all work necessary to 
obtain the Client approval to proceed on the basis of the Client approved Design 
Brief. 

1.7 Contribute to risk assessments. 

2.1 In co-operation with other members of the Project Team, develop outline proposals 
and submit to the Client including review of programme and costs in conjunction 
with the Quantity Surveyor. Incorporate advice from survey. Undertake all work 
necessary to obtain the Client approval. 

2.2 In co-operation with the other members of the Project Team, develop a scheme 
design within the approved cost and submit to the Client for approval giving 
outline details of proposed specification. 

2.3 Make recommendations to the Client on the need for specialist contractors to 
design and execute any sections of the Works or for specialist suppliers to provide 
any materials or equipment and obtain the Client approval and take any action 
necessary to implement the Client decision. 
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2.4 In liaison with the other members of the Project Team assist in the preparation of 
a cost plan based on the approved cost and the anticipated start and completion 
dates and, thereafter, monitor the development of the scheme design against the 
cost plan and report any anticipated difficulty to the Client including proposals for 
overcoming that difficulty and obtain the Client instructions in sufficient time to 
allow corrective action to be taken. Review any issues arising on an on-going 
basis. 

2.5 Ensure that the designs for the Works fully comply with all Statutory Requirements 
or Regulations including, but not confined to requirements concerning Health and 
Safety, Planning, Fire, Building Control, etc., and take any action necessary to 
rectify deficiencies. 

2.6 Make all necessary submissions to Statutory Authorities and obtain approvals. 

2.7 Where necessary act as a witness at any hearing or planning enquiry or the like. 

2.8 Where the Client has indicated the possibility of a change to the agreed brief 
during the design phase, inform the Client of the cost and programme implications 
and obtain the Client instructions. 

2.9 Ensure that life cycle costings and environmental assessment techniques are 
applied to the design for the Project and adopt solutions giving the best overall 
value for money and, where this may result in the cost limit for the project being 
exceeded, make recommendations to the Client and obtain instructions. 

2.10 Ensure that the specifications prepared for the Works specifically exclude the use 
of materials accepted as being deleterious at the time and subsequently ensure 
that such materials are not used in connection with the Works. 

2.11 In co-operation with the other members of the Project Team, complete the design 
of the Project up to tender stage. 

2.12 Discuss with the Client the need for site inspection staff and obtain instructions. 
Make Client aware of his obligations legally and confirm points of contact. 

2.13 Consider the most suitable options for the procurement of the Works and, 
following discussion with the other members of the Project Team, make 
recommendations to the Client and obtain instructions to put out to tender. 

2.14 In liaison with the other members of the Project Team, make recommendations to 
the Client on the suitability of firms who may be invited to submit a tender for the 
main Works and any specialist Works and obtain instructions. 

2.15 In liaison with the other members of the Project Team, ensure that all drawings, 
specifications, schedules, bills of quantities or other documents necessary for the 
placing of contracts are completed and are fully coordinated, are in accordance 
with the brief approved by the Client and are available on the programmed date. 

2.17 Agree with the Client final arrangements for the obtaining of tenders. 



82 
The Hold – Landscape Architect 

 

 

2.20 In liaison with other members of the Project Team, invite tenders from contractors 
included on the list approved by the Client and arrange for tenders to be returned 
direct to the Client in accordance with the Client tendering procedures. 

2.21 Copy all correspondence regarding the obtaining of tenders direct to the Client. 

2.22 Examine tenders received and, in liaison with other members of the Project Team, 
make recommendations to the Client and advise on any corrective action which 
may be required if the lowest tender is higher than the approved cost for the 
Works and obtain the Client instructions. 

2.23 Ensure that any tender under consideration for acceptance has received an 
arithmetical and technical check and that any errors have been resolved in 
accordance with the Client procedure. 

2.24 Obtain the Client instructions regarding the acceptance of a tender. 

3.1 In liaison with the other members of the Project Team, provide the Client with 
drawings or other documents necessary for entering into contract. 

3.2 Undertake risk assessments on on-going basis. 

3.3 Undertake value management exercises on on-going basis. 

3.4 Ensure that the Client has accepted the selected Contractor's tender and that the 
Client approves that the matters referred to in Construction to Practical 
Completion can proceed. 

3.5 In collaboration with the other members of the Project Team, assist the Project 
Manager in administering the terms of the Works contract during operations on 
site and relating to the completion of the Works. 

3.6 Until completion of the project, report to the Project Manager at monthly intervals 
on the progress of the Works. 

3.7 Ensure that rigorous safety policies are in place and are implemented by the 
Contractor and sub-contractors working on the site and that there is adequate 
protection for the public and others and that Health and Safety Statutory 
requirements or regulations are fully observed. 

3.8 Ensure that rigorous quality management procedures are in place throughout the 
construction phase. 

3.9 Attend the regular meetings with the Contractor and the other members of the 
Project Team as necessary in order to monitor the progress of the Works and the 
production of design information to the Contractor. 

3.10 Visit the site at regular intervals during the construction of the Works in order to 
inspect the quality of the work and to monitor progress and ensure that the Works 
are completed fully in accordance with the contract documents. 



 

 

3.11 Inform the Project Manager of any contractual difficulties which may arise during 
the course of the contract and obtain the Project Manager's instructions. 

3.12 In liaison with the other members of the Project Team, establish post contract cost 
control procedures in order to ensure financial control covering the issue of 
instructions which vary the Works and the issue of cost reports to the Project 
Manager. Contribute snagging lists further to inspections. 

3.13 Liaise as necessary with the other members of the Project Team and issue interim 
payment certificates in accordance with the terms of the construction contract. 

3.14 Inform the Project Manager four weeks prior to the anticipated date of completion 
of the Works. 

3.15 Issue Certificates relating to the completion of the Works. 

4.1 In liaison with the other members of the Project Team, provide the Client with a 
set of record drawings and guidance on the operation and maintenance of the 
Project and its services. 

4.2 Issue a list of defects to the Contractor at the appropriate time in accordance with 
the terms of the Works contract. 

4.3 Ensure that the Contractor rectifies the defects within a reasonable time and issue 
a Certificate to the Contractor when all defects have been made good. 

4.4 Liaise with the other members of the Project Team regarding final valuation of the 
Works and report the final cost of the Works to the Client. 

4.5 Liaise with other members of the Project Team and issue the Final Certificate. 
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The Hold – Building Services Engineer 
Main responsibilities 

 

STAGE 
4 
4.1 Collaborate throughout this stage with other members of the Design Team to 

ensure that design of Engineering Services are developed in a manner 
compatible with the Structural and Architectural concepts. 

4.2 Negotiate with public and other utility Authorities for provision of all necessary 
incoming services. 

4.3 Agree with the Design Team the scope of the Specification and co-ordinate 
drawings with particular reference to the demarcation of each Sub-Contract. 

4.4 Prepare Pre-Tender documents and drawings as necessary/invite quotations for 
equipment, report upon offers received and select equipment. 

4.5 Consider the need for pre-ordering material or equipment. 

4.6 Collaborate throughout this Stage with other members of the Design Team to ensure 
that co-ordination drawings of Engineering Services are developed in a manner 
compatible with the Structural and Architectural concepts. 

4.7 Prepare Specification and co-ordination drawings for the works. 

4.8 Provide Builder's Work Information to the Design Team based upon co-ordination 
drawings for the works and provide any information required in association with 
applications for statutory approvals. 

4.9 Submit Design Certificate. 

4.10 Advise on conditions of Contract relevant to the works and upon Forms of Tender 
and invitations to Tender for the works. 

4.11 Prepare Pre-Tender cost approximation using the co-ordination drawings and 
documentation, for inclusion in the overall estimate prepared by the Design 
Team. 

4.12 Complete Certificate of readiness to proceed to Tender where required. 

4.13 Advise the Client as to the suitability for the execution of the works of firms selected 
for competitive Tendering. 

4.14 Prepare any report or additional documentation required for consideration of any 
alternative proposals for the execution of the works. 

4.15 Assemble documentation and drawings for issue to firms selected to Tender and 
despatch to suit an agreed procedure. 

4.16 Analyse the Tenders received and recommend to the Client on acceptance. 
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4.17 
Comment on the preparation of formal Contract or Sub-Contract documents relating 
to accepted Tenders for carrying out the works or any part thereof. 

STAGE 
5 

 

5.1 Advise the Client in the appointment of site staff where necessary. 

5.2 Provide such further information as is necessary, in the opinion of the Consulting 
Engineer, to enable the Sub-Contractor to prepare Installation Drawings. 

5.3 Examine the Contractor/Sub-Contractor's proposals for the execution of the works 
insofar as these reflect upon the design intent.  Comment to the   Design 
Team as may be necessary. 

5.4 Collaborate with other members of the Design Team in resolving any problems 
which may arise from the Sub-Contractor's installation drawings. 

5.5 Establish appropriate cost control procedures with other members of the Design 
Team. 

5.6 Instruct site staff, where appointed, on their duties. 

5.7 Make such visits to the site as the Consulting Engineer shall consider necessary to 
satisfy himself as to the performance of any site staff appointed and that the works 
are executed generally according to the designs and specifications and otherwise in 
accordance with good engineering practice. Attend site meetings additional to the 
visits required for inspection purposes, during the programmed 
Building Engineering Services installation period. 

5.8 Provide technical information to the Quantity Surveyor, appointed by the Client, as 
necessary for cost control of the works. 

5.9 Provide cost control of the works and report to the Design Team. 

5.10 Advise the Client or the Design Team as to the need to vary any part of the project 
for any reason relating to the works. 

5.11 Initiate instructions for any minor variations to the works within the powers delegated 
by the Client to the Consulting Engineer. Confirm proposals to the 
Design Team. 

5.12 Initiate proposals to the Design Team for the issue of instructions relating to any 
necessary major variation to the works. 

5.13 Provide technical information to the Quantity Surveyor to enable the value of any 
variation to the works to be agreed. 

5.14 Measure, assess or agree with the Sub-Contractor the value of any variations to the 
works. 

5.15 Provide technical information to the Quantity Surveyor to enable Interim Valuations 
of the works to be made and Certificates issued. 

5.16 Value and advise the Design Team on Interim Certificates for the works in progress. 
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5.17 Examine the Sub-Contractor's detailed proposals for carrying out commissioning 
procedures and performance testing. Comment to the Design Team as may be 
necessary. 

5.18 Examine, subsequent to setting to work and regulation of the Engineering Services 
by the Sub-Contractor, the results of his commissioning and the 
documentary records. 

STAGE 
6 

 

6.1 Inspect the work on completion and, in conjunction with any site staff, record any 
defects. 

6.2 Receive and examine, on completion of the works, copies of Record Drawings, 
operating instructions and maintenance schedules prepared by the Sub- Contractor 
and deliver same to the Client. 

6.3 Prepare, on completion of the works, Record Drawings, operating instructions and 
maintenance schedules. 

6.4 Provide technical information to the Quantity Surveyor appointed by the Client to 
enable Final Accounts for the works to be agreed. 

6.5 Access all data relating to the work for settlement of the Sub-Contractor's Final 
Account. Report to the Client and Design Team. 

6.6 Assist in settling any dispute or difference relating to the works which may arise 
between the Client and the Contractor and/or Sub-Contractor, provided that such 
assistance shall not relate to the detailed examination of a financial claim nor 
extend to advising the Client following the taking of any step in or towards litigation 
or arbitration. 

6.7 Complete Construction Certificate. 
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The Hold – Structural Design Engineer 
Main responsibilities 

 

Item No. General duties of the Structural Design Engineer– not aligned to RIBA Workstages 
1.1 The Consultant shall carry out a structural survey and submit a report to the 

Client. The report to include: 
• a description and address of the property; 
• the dates during which the survey was undertaken; 
• the name and qualification of the person who carried out the survey; 
• advice on matters relating to Statutory and legal requirements including 

rights of support and the like; 
• details of its present condition of the property disclosed by the survey; 
• whether any further investigation is advised including a geotechnical 

investigation; 
• supporting drawings and/or photographs; 
• recommendations (and estimated costs if applicable); 
• an anticipated programme for the completion of the Works; 
• the name and qualification of the person signing the report who 

should be a Partner or Director of the Consultant. 
1.2 Obtain an initial brief from the Client including the timescale for the Project and the 

financial limits. 
1.3 Contact the other Consultant Disciplines on the Project Team and ensure that the 

Services listed hereunder are fully coordinated with the Services provided by other 
Consultants. 

1.4 Consult as necessary with any local or other authority on matters relating to the 
proposed structural design of the Works. 

1.5 Visit the site, evaluate structural implications and in liaison with the other members 
of the Project Team, undertake such further studies as may be necessary in order 
to submit proposals and options to the Client including an anticipated programme 
and costs and undertake all work necessary to obtain the Client’s approval to 
proceed on the basis of the agreed proposals. 

1.6 Undertake risk assessments. 

1.7 Undertake value management exercises. 

2.1 Identify surveys required and arrange for the carrying out of any geotechnical or 
other investigations authorized by the Client, interpret the results and, if 
necessary, make recommendations to the Client. 

2.2 Develop the structural engineering design within the approved cost and submit to 
the Client for approval. 

2.3 If necessary, advise the Client of the need to appoint specialist firms to design 
and execute sections of the Works and obtain the Client's approval to approach 
the firms concerned or to obtain competitive tenders. 

2.4 Ensure that the structural engineering design is fully integrated with the overall 
design of the project and that the works can be completed within the amount 
allocated for structural engineering within any overall cost plan and within the 
programmed time. 
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2.5 Where applicable, co-operate with the other members of the Project Team in the 
preparation of a cost plan for the Project based on the overall cost approved by the 
Client. 

2.6 Attend all design team meetings, report on matters appertaining to the structural 
design and provide advice thereon to other Consultant Disciplines as may be 
necessary. 

2.7 
Monitor the development of the scheme design against the approved cost and 
report any anticipated difficulty to the Client including proposals for overcoming that 
difficulty and obtain the Client’s instructions in sufficient time to allow corrective 
action to be taken. 

2.8 Where the Client has indicated the possibility of a change to the agreed brief during 
the design phase, inform the Client of the cost and programme implications and 
obtain the Client’s instructions. 

2.9 Complete the structural design up to tender stage and provide all information 
necessary for the completion of tender documentation. 

2.10 If applicable make recommendations to the Client on the suitability of firms who 
may be invited to submit tenders for the structural Works and obtain instructions. 

2.11 Ensure that life cycle costings and environmental assessment techniques are 
applied to the Project and adopt solutions giving the best overall value for money 
and, where this may result in the cost limit for the Works being exceeded, make 
recommendations to the Client and obtain instructions. 

2.12 With the other members of the Project Team, consider the most suitable options 
for the procurements of the Works, make recommendations to the Client and 
obtain instructions. 

2.13 With the other members of the Project Team, make recommendations to the Client 
on the suitability of firms who may be invited to submit tenders for the Works and 
any specialist Works and obtain instructions 

2.14 Ensure that all drawings, specifications, schedules, or other documents 
necessary for the placing of the construction contract are completed and are fully 
coordinated, are in accordance with the brief approved by the Client and are 
available on the programmed date. 

2.15 Prepare such calculations and details relating to the Works as may be required for 
submission to any appropriate authority and obtain any necessary approvals. 

2.16 Ensure that a pre-tender cost check is prepared based on the tender 
documentation and inform the Client of the result of that check. 

2.17 Discuss with the Client the need for site inspection staff and obtain instructions. 

2.18 
Agree final arrangements for the obtaining of tenders with the Client. 

2.19 Prepare further designs, specifications and drawings including, if necessary, bar 
bending schedules for the information of the contractor executing the Works. 
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2.20 Invite tenders from contractors included on the list approved by the Client and 
arrange for tenders to be returned direct to the Client in accordance with the 
Client’s tendering procedure. 

2.21 Copy all correspondence regarding the obtaining of tenders direct to the Client. 

2.22 Examine tenders received, make recommendations to the Client and advise on 
any corrective action which may be required if the lowest tender is higher than the 
approved cost for the Works and obtain the Client’s instructions. 

2.23 Obtain the Client’s decision regarding the acceptance of a tender. 

2.24 Undertake value management exercises. 

2.25 Undertake risk assessments. 

3.1 Where required, provide the Client with drawings or other documents necessary for 
entering into contract (or alternatively follow the procedure for the appointment of 
specialist sub-contractors). 

3.2 Undertake value management exercises. 

3.3 Undertake risk assessments. 

3.4 In collaboration with the other members of the Project Team, assist the Project 
Manager in administering the terms of the Works contract during operations on 
site and relating to the completion of the Works. 

3.5 Attend the regular meetings with the Contractor and other members of the Project 
Team as necessary in order to monitor the progress of the Works and the 
Contractors need for design information. 

3.6 Visit the site at regular intervals during the construction of the Works in order to 
inspect the quality of the work and to monitor progress and ensure that the Works 
are executed in accordance with the Works contract and in accordance with good 
engineering practice. 

3.7 Ensure that rigorous safety policies are in place and are implemented by the 
contractor and that there is adequate protection for the public and others. Ensure 
that all Health and Safety Statutory Requirements or Regulations are being 
observed by all those responsible for either designing or constructing the Works 
and that adequate monitoring procedures are in place to ensure day to day 
compliance. 

3.8 Ensure that rigorous quality management procedures are in place throughout the 
construction phase. 

3.9 Advise the Project Manager on the need for special inspection and tests and, 
following approval, arrange for the inspection and tests to be undertaken. 

3.10 Inform the Project Manager of any contractual difficulties which may arise during the 
course of the construction contract and obtain the Project Manager's instructions. 
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3.11 Establish post construction contract cost control procedures in order to ensure 
financial control covering the issue of instructions which vary the Works and the 
issue of cost reports to the Project Manager. 

3.12 Inform the Project Manager four weeks prior to the anticipated date of Practical 
Completion. 

4.1 Where relevant, provide the Client with a set of record drawings. 

4.2 Issue a list of defects to the Contractor at the appropriate time in accordance with 
the terms of the Works contract. 

4.3 Ensure that the contractor rectifies the defects within a reasonable time and issue 
a Certificate to the Contractor when all defects have been made good. 

4.4 Report the final cost of the Works to the Client. 

4.5 Where relevant, issue a Final Certificate to the Contractor. 
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Brief for: 
 

The Hold - Cost Consultant 
The Cost Consultant appointed for The Hold during the Development Phase, Focus Consulting, will 
continue their contract through the Delivery Phase and will monitor costs through RIBA Stages 4-7, 
preparing cost plans at appropriate project milestones. For reference, their responsibilities are 
provided below. 

 
Main Responsibilities 

 

STAGE 
4 
4.1 Provide costing information and other material for preparation of a detailed design 

report 

4.2 Advise on the form and content of tender information for the main contract and 
any nominated subcontractors/suppliers 

4.3 Monitor and advise on the adequacy of design information produced for tender 

4.4 Prepare bills of quantities for all elements of work where sufficient design 
information is available together with schedules of provisional/prime cost sums 

4.5 Participate in preparing a strategy for testing commissioning and handover 
including securing maintenance manuals from subcontractors prior to practical 
completion 

4.6 Provide cost information to and analyse the design proposals of other participants 

4.7 Prepare an accurate detailed design elemental cost plan including life cycle costings 

4.8 Undertake regular fully evaluated cost checks and advise where the developing 
design is likely to exceed elemental allowances and on achieving value for money 

4.9 
Develop cash flow forecast 

4.10 Prepare a pre-tender cost check by pricing the draft tender documents 

4.11 Prepare comprehensive financial statements 

4.12 Participate in preparation of a list of tenderers for each stage of the project including 
specialist subcontractors and participate in prequalification/1st stage tender 
interviews 

4.13 Propose and agree contract preliminaries 

4.14 Receive information from other consultants, prepare, print, collate and bind tender 
documents and forward to tenderers in compliance with current client 
procurement procedures 

4.15 Organise and conduct mid bid interviews 

4.16 Analyse tenders received and prepare initial tender report 
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4.17 Conclude all relevant negotiations with one or more tenderers 

4.18 Prepare and obtain agreement to final bid placing report 

4.19 Where necessary, prepare revised documentation to obtain new tenders within the 
project budget 

4.20 Reconcile the project cost plan on selection of the contractor 

STAGE 
5 

 

5.1 Participate in formulating and agreeing maintenance contracts 

5.2 Identify all costs associated with design changes, contract awards, construction 
activities and client changes 

5.3 Prepare financial reports for the client in the form and at the frequency required 

5.4 Prepare the contract documents, warranties, bonds and licenses and assist formal 
execution by the appropriate parties 

5.5 Advise on administration of the terms of the building contract 

5.6 Measure and provide valuations of the work carried out and adjust variations in 
accordance with the terms of the contract and agree with the contractor 

5.7 Participate in the evaluation of claims for delay and additional costs made by the 
contractor and any nominated subcontractors/suppliers 

5.8 Check and agree the value of all daywork sheets submitted by the contractor 

5.9 Advise on the issue of certificates of practical completion 

STAGE 
6 

 

6.1 Participate in post completion review of project to enable future improvements to 
design, procurement and administration 

6.2 Prepare and agree the final account with the contractor and obtain client approval 

6.3 Advise on issue of certificate of making good defects and final completion in 
accordance with any contract requirements relating to completion, submissions and 
approvals 

6.4 Prepare and obtain agreement to the final financial statement in the form required 

6.5 Prepare taxation report allocating and recording actual project costs within tax 
categories 

6.6 Prepare elemental cost analysis of total project costs 
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Brief for: 
 

The Hold - Project Manager & Contracts Administrator6 
Main purpose of the role 

The Project Manager position is not HLF supported as it is provided by SCC’s Property Consultants; 
Concertus, but is detailed here for completeness. The Project Manager will continue manage all 
aspects of the construction workstream for The Hold, from RIBA Stages 4 to 7, including aftercare 
processes. They will act as a key point of liaison between the Client and the Build Contractor (and 
component disciplines) and report regularly to Project Group and Project Coordinator on progresses, 
flagging issues and administering change requests. 

 
Main responsibilities 

 

General responsibilities of the Project Manager – not aligned to RIBA Workstages 
Item 
No 
1.1. Receive an initial brief from the Client and assist in identifying possible options and 

expenditure limits. 

1.2 Develop and submit to the Client for approval a Project procurement strategy and, 
following approval by the Client, carry out the Services and obligations necessary to 
achieve the satisfactory completion of the Project at or below the approved cost limit 
which Services and obligations shall include, but shall not be limited to, the Services 
and obligations set out in this documentation. 

1.3 Assist the Client to select and procure the site and assess the implications of any 
constraints attaching to it and report thereon to the Client. 

1.4 Make recommendations to the Client on the need for any site investigations or tests to 
be undertaken including any tests to ascertain the presence of contaminated ground 
and implement any decision taken by the Client. 

1.5 Make recommendations to the Client on the need to appoint Consultant Disciplines to 
the Project Team and on the scope of their Services. Subsequently be responsible in all 
matters leading to their appointment and prepare detailed briefs covering the scope of 
the Services for which they will be responsible. The Project Manager is to arrange 
particular meetings with the Consultant Disciplines to stress the importance of 
collaborative working and a team ethos, with measurable improvements. 

1.6 Establish contact with Consultant Disciplines following their appointment and establish 
formal communication procedures and hierarchy of responsibility between them and 
introduce procedures to ensure that they work closely as a team. 

1.7 Following consultation with the Client, arrange for any necessary surveys to be 
undertaken. 

1.8 Arrange for the Consultant Disciplines to undertake preliminary feasibility studies based 
on the Client Initial Brief and if these studies highlight the need to amend that brief, 
discuss with the Client and obtain instructions. 

 
 
 
 
 

6 For this project, the PM is not an HLF-funded role however it has been included for completeness 
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1.9 Co-ordinate the views of the Consultant Disciplines in order to submit a detailed report 
to the Client on the recommended scope of the Works together with a recommended 
programme and anticipated costs, the report to include reviewing alternative design and 
construction solutions together with estimates of cost of those options and provide 
assistance to the Client in selecting the preferred option and in formulating the Design 
Brief. 

1.10 Confirm the final Design Brief with the Client which shall include a detailed programme 
for completion of the Project and an agreed cost limit. 

1.11 Communicate the details of the agreed Design Brief to all Consultant Disciplines and 
ensure that each Discipline confirm in writing their commitment to that brief. If this 
highlights the possibility of difficulty in implementing the brief, take the necessary action 
to resolve such difficulties and, if this proves to be impossible, report to the Client 
making recommendations. 

1.12 Where there is duplication between the Services provided under the terms of this 
Appointment and the Services of another consultant commissioned in connection with 
this Project through this or other framework agreements, resolve the duplicated 
Services by agreement with the Consultant concerned, confirm the matters agreed in 
writing and obtain the agreement of the Client. 

1.13 Assess the need to take action to protect the interests of the Client in respect of 
neighbouring properties and accordingly make recommendations to the Client. 

1.14 Undertake risk assessments. 

1.15 Undertake value management exercises. 

2.1 Ensure that a cost plan is prepared for the project based on the approved cost limit and 
ensure that copies of the cost plan are given to all Consultant Disciplines and that they 
confirm their agreement to the content applying to their own discipline. 

2.2 Submit to the Client a projected cash flow based on the approved cost limit for the 
Project and the anticipated programme and update as necessary until completion of the 
Works keeping the Client informed at all times of any changes. 

2.3 In co-operation with the other members of the Project Team prepare a detailed 
programme for the production of design information leading up to obtaining tenders for 
the Works and obtain the Consultant Disciplines commitment to that programme in 
writing. 

2.4 Establish rigorous cost control procedures and ensure that designs are strictly 
monitored against the agreed cost plan and that any difficulties are rectified and the 
approved cost limit is maintained. 

2.5 Establish rigorous management procedures to monitor the production of design 
information produced by the members of the Project Team in order that any 
shortcomings are immediately highlighted and rectified and continue to implement the 
monitoring procedure until completion of the Project. Where difficulties are encountered, 
which cannot be satisfactorily resolved, inform the Client of those difficulties and make 
recommendations. 

2.6 Establish and chair regular meetings with the other members of the Project Team and 
others in order to monitor progress and to highlight any shortfall in design information 
and take any action necessary to correct any deficiencies. Circulate minutes of the 
meetings to the Client and to the members of the Project Team. The minutes shall 
record the action taken to rectify any deficiencies and shall indicate who is to be 
responsible for taking that action. 
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2.7 Establish regular reporting procedures with the Client, identify those matters which 
require Client approval and introduce procedures to obtain those approvals. 

2.8 In conjunction with other members of the Project Team, make recommendations to the 
Client on the need for specialist design consultants outside of the Service Providers 
Core Service Disciplines. 

2.9 In conjunction with the other members of the Project Team, make recommendations to 
the Client on the need for specialist contractors to design and execute any sections of 
the Works or for specialist suppliers to provide any materials or equipment and obtain 
the Client’s approval and take any action necessary to implement the Client decision. 

2.10 Co-ordinate the production of all design work, ensure that the designs are fully 
integrated and are tested throughout the design phase against cost targets and that the 
designs fully comply with all Statutory requirements or Regulations including, but not 
confined to requirements concerning Health and Safety, Planning, Fire, Building Control 
etc., and take any action necessary to rectify deficiencies. 

2.11 At monthly intervals, submit a written report to the Client showing the progress made 
against the agreed design programme and the present estimated cost of the Project 
relative to the approved cost limit and, if required by the Client, arrange to meet the 
Client in order to discuss the content of the report and to receive instructions. 

2.12 Agree materials and construction specifications with the Consultant Disciplines and 
keep the Client fully informed. 

2.13 Ensure that statutory approvals for the Project are obtained and that all utilities and 
other necessary services are in place both for the construction phase and for permanent 
operation following completion of the Project and, where action by the Client is 
necessary, assist the Client to take that action. 

2.14 Give the Client sufficient notice of all approvals, decisions or other matters which 
require action by the Client and, where appropriate, assist the Client by providing 
information and by making recommendations. 

2.15 Where difficulties are highlighted during the design phase which may not be capable of 
being resolved and which may result in a failure to meet the Client’s brief, submit a 
report to the Client giving recommendations and options. 

2.16 Ensure that all notices required under EC regulations are given at the proper time and 
that all procedures comply with EC legislation. 

2.17 Ensure that life cycle costings and environmental assessment techniques are applied to 
the development of Consultants designs and adopt solutions giving the best overall 
value for money and, where this may result in the cost limit for the project being 
exceeded, make recommendations to the Client and obtain instructions. 

2.18 Make recommendations to the Client on the preferred method of procuring the 
construction and completion of the Works and obtain the Client’s instructions. 

2.19 Arrange for any required submissions of designs, drawings, models, calculations or 
other material to regulatory bodies and expedite any necessary approvals. 

2.20 Act as witness at any hearing or planning enquiry and the like (subject to the agreement 
of an additional fee). 
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2.21 Ensure that all drawings, specifications, schedules, bills of quantities or other 
documents necessary for the obtaining of tenders are completed and are fully 
coordinated, are in accordance with the brief approved by the Client and are available 
on the programmed date. 

2.22 Discuss with the Client the general arrangements for obtaining tenders and implement 
the action approved. 

2.23 In co-operation with the other members of the Project Team submit to the Client the 
names of firms who are considered to be suitable to be invited to tender for the Works 
and specialist Works and obtain the Client’s instructions. 

2.24 Ensure that a pre-tender estimate is prepared based on the tender documentation and 
check against the cost target for the Project approved by the Client and report to the 
Client accordingly. 

2.25 Undertake risk assessments. 

2.26 Undertake value management exercises. 

2.27 Ensure that tenders are invited on the programmed date and in accordance with the 
Client’s instructions and arrange for tenders to be returned direct to the Client in 
accordance with the Client's procedure. 

2.28 Accompany tendering contractors or sub-contractors or the representative of the Client 
or occupying Department to the site of any works being undertaken in connection with 
this Appointment. 

2.29 Ensure that all enquiries from contractors during the tendering period are answered 
satisfactorily and ensure that any clarification on the content of the documentation given 
to a tenderer is copies to other firms tendering. 

2.30 Copy to the Client all correspondence concerning the obtaining of tenders. 

2.31 Where full time site inspection staff are to be appointed, ensure that arrangements are 
made in good time to implement that instruction. 

2.32 Co-ordinate tender appraisals from the other members of the Project Team and submit 
a report to the Client with recommendations. If the lowest tender obtained is higher than 
the approved cost for the Works, obtain whatever advice is necessary from other 
consultants in order to make recommendations to the Client and arrange to implement 
the Client’s instructions. 

2.33 Arrange for any tender under consideration for acceptance to receive an arithmetical 
and technical check and ensure that any errors are resolved in accordance with the 
Client’s procedure. 

2.34 Obtain the Client’s decision regarding the acceptance of a tender or tenders and 
implement the Client’s instructions. 

2.35 Arrange for unsuccessful tenderers to be notified. 

3.1 Co-ordinate the collection of documents from the other members of the Project Team to 
enable the Client to enter into contract with the contractor(s) and ensure that any 
adjustments have been made to the documents in order that they conform to the 
approval given by the Client. 
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3.2 Ensure that the site will be available to the Contractor on the programmed date and in 
the event of any difficulty, keep the Client fully informed. 

3.3 Undertake risk assessments. 

3.4 Undertake value management exercises. 

3.5 Ensure that the Client has accepted the selected Contractor's tender and that the Client 
approves that the matters referred to in Construction to Practical Completion can 
proceed. 

3.6 Administer the terms of the construction contract whilst the Project is under 
construction, undertaking the full range of duties imposed on the Project Manager by 
the Works contract in accordance with the timescales therein. 

3.7 Agree a detailed programme for the Works with the Contractor which specifies 
completion by the agreed date. 

3.8 Agree a date with the Contractor and the Client for the commencement of work on site. 

3.9 Establish and chair regular meetings with the Contractor and Consultant Disciplines as 
necessary in order to monitor the progress of the Works and the production of design 
information to the Contractor and circulate minutes of the meeting to the Client and to 
others. The minutes shall record the action to be taken to rectify any deficiencies and 
shall indicate who is to be responsible for taking that action. Inform the Client if any 
delay in the production of design information cannot be resolved in time to prevent a 
delay to the Works. 

3.10 Until completion of the Project, continue reporting to the Client in accordance with 2.11. 

3.11 Ensure that rigorous safety policies are in place and are implemented by the Contractor 
and Sub-Contractors working on the site and that there is adequate protection for the 
public and others. 

3.12 Ensure that rigorous quality management procedures are in place throughout the 
construction phase. 

3.13 Arrange for any special inspections or tests necessary to ensure that proper and 
adequate standards of construction are maintained and that all Works are constructed 
in accordance with the contract documents. 

3.14 Throughout the construction phase and until all construction accounts are settled, 
inform the Client of any contractual claims which have been received or are likely to 
arise. 
Make recommendations to the Client and implement the Client’s instructions. 

3.15 Continue to monitor the construction phase and take any necessary action in order to 
ensure that the Project will be completed within the cost approved by the Client and by 
the programmed completion date. When matters arise, which effect the contract 
completion date or the approved cost, keep the Client fully informed. 

3.16 Ensure that adequate records are maintained and photographs of the Works are taken 
throughout the construction phase recording progress of the Works and, particularly, 
highlighting any delays including those resulting from interaction between Contractors or 
Sub-Contractors working on the site. 



98 
The Hold - Project Manager & Contracts Administrator 

 

 

3.17 Keep accurate records of all payments and other matters relating to the service 
provided under this Appointment and retain all vouchers and invoices and, if requested, 
make these available to the Client. 

3.18 Ensure that Consultant Disciplines observe the provisions of their Appointment 
regarding cost control procedures and the procedures for obtaining the Client approval 
to introduce variations. On behalf of the Client, receive the Consultants’ financial 
statements and submissions in accordance with this Condition and submit to the Client 
with recommendations. 

3.19 Ensure that Certificates are issued in accordance with the terms of the contract. 

3.20 Co-ordinate site visits of Consultant Disciplines and ensure that the frequency of those 
visits is satisfactory. 

3.21 Arrange for any necessary spare equipment, 'as built' record drawings, maintenance 
manuals and general guidance on the operation of the Building and Services to be 
made available in good time in order that they can be provided to the Client on 
completion of the Project. 

3.22 Inform the Client four weeks prior to the anticipated date of completion of the Works. 

3.23 Co-ordinate the preparation and issue of Certificates relating to the completion of the 
Works. 

3.24 Ensure that lists of defects are issued at the appropriate time under the Works contract. 

4.1 Advise the Client on the resources and skills required to operate and maintain the 
completed Works and make recommendations on the timing of their appointment or on 
the need for any maintenance agreements. 

4.2 Ensure that all defects are rectified. 

4.3 Ensure that the Works are cleaned, tested and commissioned prior to handover to The 
Client. 

4.4 Ensure that all statutory Certificates and Approvals are given to the Client. 

4.5 Ensure that an appropriate Certificate is issued to the Contractor when all defects have 
been made good. 

4.6 Make recommendations to the Client regarding any outstanding claims, counterclaims, 
liquidated damages or other contractual issues and receive and implement the Client’s 
instructions. 

4.7 Co-ordinate the production of Final Accounts and the issue of Final Certificates and, 
accordingly, make recommendations to the Client. 

4.8 Prepare a completion report to the Client showing: 
a comparison between the out-turn cost and the approved budget cost; 
the actual expenditure against sums includes in the contract for specialist works and 
provisionally measured work; 
the costs included against any Variation of Price Condition; 
the expenditure against approved variations and additional Works authorized by the 
Client 
a comparison of programme dates against actual dates achieved; 
any lessons obtained from the scheme which could be applied to future Projects; 
the performance of Project participants. 
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4.9 Assist the Client is dealing with any outstanding insurance claims. 
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Build Contractor for The Hold – Invitation to Tender 
 

Tender Reference Number Ref 16-0081 

Tender Title Ipswich – The Hold 

Date Issued 27th  September 2017 

Clarifications accepted until 17/10/2017 - 5pm 

Clarifications responded by 19/10/2017 - 5pm 

Closing time / date of further competition 27/10/2017   12 noon 

Tenders should be returned By email to tenders@concertus.co.uk. 

How to return a tender or raise a tender 
clarification 

By email to 
tenderqueries@concertus.co.uk. 

 
Suffolk County Council (“the Council” “we” or “us”) is inviting bids for construction works as defined in 
the Project Information documentation below. 

This Invitation document explains the Council’s requirements, what you must do to complete this bid 
and how we will evaluate your response. 

Please read this document and all attachments carefully and follow the instructions. These contain 
details of the information you must submit to us in order for your bid to be considered. 

Tenderers are requested to note the following information; 

From the 1st April 2013, Suffolk County Council appointed Concertus, a wholly owned company of the 
council, as its procurement agent. Concertus are hereby authorised to act as procurement agent on 
behalf of the council in the following matters: 

• Tendering and awarding contracts for design and property services as requested by the council. 

• The delivery of those contracts, including but not limited to day to day performance management 
and negotiations in compliance with the requirements of the Public Contracts Regulations 2006. 

• Representation of the council’s procurement interests in negotiations with suppliers. 

*For clarity, the Invitation to Tender (ITT) is the set of instructions / information in this 
document including the specification and quality statement, any design documentation listed 
and the prelims/pricing documents contained within this tender pack 

 
Project Information 
Specific information is set out in the table at the end of this document. 

 
Contract Conditions 
This tender exercise is being conducted under Suffolk County Council’s 2015 Construction 
Framework Contract in order to award the project to a construction provider within the appropriate 
financial band. Suffolk County Council reserves the right to proceed with none, any or all projects 
and cancel/omit any stages.  Bidders will be notified with reasons where appropriate. 

mailto:xxxxxxx@xxxxxxxxx.xx.xx
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The contents of this Further Competition Invitation to Tender (“ITT”) and of any other documentation 
sent to you in respect of this procurement process, remain the property of the Council and must be 
treated as confidential. You must not undertake communications with any part of the media in relation 
to the Contract or this procurement process without the prior written agreement of the Council. 

The Council does not bind itself to accept the lowest or any tender and may accept either all or any 
part of a tender or more than one tender. Where the pricing of a Tender is abnormally low or high the 
Council reserves the right to reject the Tender in accordance with the requirements for further 
investigation under the Public Contracts Regulations 2015. 

 
Freedom of Information 
Suffolk County Council is subject to the provisions of the Freedom of Information Act 2000 (“FOIA”). 
The Council may therefore be obliged to disclose information forming part of your bid or contract to 
anyone who makes a request. The County Council may also publish information given to it by you in 
the Council’s publication scheme, as required by FOIA. If you consider that any of the information 
submitted during this procurement process is exempt from disclosure under FOIA, then you must 
make it clear in writing at the time the information is supplied to the County Council together with an 
explanation of why it is considered that the exemption applies. 

 
Transparency Agenda 
Bidders are advised that from 1 August 2012, the County Council is required to publish ‘in-full’, all 
new tenders / contracts and all expenditure details where expenditure is greater than £250.00. In 
responding to this invitation, the bidder acknowledges that in the event of their bid being accepted by 
the Council, the resulting contract may be published on-line by the Council (and open for public view). 
Only limited exceptions to this will apply where non-disclosure is, in the Council’s view, justified in 
order to ensure compliance with the law, for example, the Data Protection Act 1998. 

 
Submission Required 
Bidders are to submit: 

• Priced bid 

• Your Total Price must be typed into the Pricing and Preliminaries Template which 
must be included within the “packed” zip file of your submission and e-mailed 
to tenders@concertus.co.uk. Please note that the Pricing document is to be 
included within the zip file. See attached guides for instructions on how to 
“pack” the zip file and upload. 

• Project Specific Quality Statement 

• Your responses to our Evaluation Criteria must be included in the “packed” zip file of 
your submission and emailed to tenders@concertus.co.uk. These responses must not 
exceed the permitted page lengths included in the Quality Questions below. Permitted 
appendices, where allowed within the Quality Questions can be attached within your 
response.  Also see attached Scoring Guide. 

 
Priced Bids 

mailto:xxxxxxx@xxxxxxxxx.xx.xx
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The pricing document template is to be returned to support the figure indicated on the collection page. 
These documents should form part of your zip file submission (described above). Tenders must 
exclude VAT. 

The cost of preliminaries is to be based on the contract duration periods stated. To ensure consistency 
in submission costs, preliminaries are to be itemised on the template provided. 

You are reminded that any uplift in prelims, overheads and profit against those submitted at 
Framework Contract CD0540 Award stage will only be accepted with due justification. Please ensure 
a thorough explanation of your increased submission is included where relevant. No justification or 
any unacceptable reasons may render your submission as non-compliant. 

If there are any proposed amendments to the conditions of contract, these are to be requested before 
“clarifications accepted until” date above and agreed otherwise conditions of contract will be 
considered to be acceptable. These requests must be submitted in the same way as all other 
clarifications. 

 
Quality Submission 
Your Project Specific Quality Submission will consist of your responses to the Evaluation Criteria and 
any relevant appendices. 

Your total response must be limited to the sizes stated below with the relevant questions and 
submitted as described above in one “packed” zip file as described elsewhere in this invitation to 
tender. 

Appendices will only be permitted for programme charts, site photographs and drawings and in 
accordance with instructions contained in this tender documentation. 

Responses must be specific to the project being considered. 
 
Evaluation percentages and quality submissions 
The Quality Submissions required are set out below: 

 
1. Value for Money 

a. Pricing (50%) 
 

This is the priced bid as above. Please note that a compliant bid will only be evaluated based on a 
68-week programme. 

 
b. Cost Plan (10%) 

 
Review the PQS benchmark cost plan and provide constructive comments on both its accuracy and 
where Improvements can be made to reduce costs. Comments should be based upon experience on 
similar projects completed within the last 3 years and include comparison cost per M2 and highlight 
particular elements of concern. (Maximum length: 2 sides A4 in Arial font 11 + 1 A4 appendix per 
cost plan) 

2. Project Delivery (15%) 

Please explain your proposed approach to project delivery providing evidence of how this approach 
has been implemented on projects of a similar scale and nature completed in the past 5 years. Your 
answer should provide evidence to demonstrate the following; 
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- How your proposed approach adds value; 

- How lessons learnt from previous projects will improve delivery; 

- Mitigation of impact on the University and adjacent businesses throughout the 
project; 

- Consideration and management of the confined site and its congested location in 
the centre of Ipswich; 

- Relevant experience by way of 3 case studies stating project value, form of 
Contract, construction programme, details of key personnel involved, details of 
delivery under Considerate Contractors Scheme including details of the score and 
rating achieved. 

Note - Your response should be a maximum of two sides of A4 and in Arial font 11, one side of A3 for 
site set up plan and one side of A4 in Arial font 11 for each case study. Any part of your response 
which exceeds the page limit will not be considered for evaluation. 

3. Project Team (4%) 

Please provide details of your proposed team who will deliver the project. Your answer should include 
the following; 

- Proposed team structure. Please provide an organogram demonstrating key 
relationships; 

- The main point of contact for project delivery; 

- Key staff who will be involved in undertaking the project should be identified 
together with a profile of their professional background and experience, including 
a description of relevant projects. 

Note - Your response should be a maximum of one side of A4 in Arial font 11, with one side of A4 for 
organogram and two A4 sheets for team profiles. Any part of your response which exceeds the page 
limit will not be considered for evaluation. Please do not include photographs of your team in the 
response. 

4. Programme (10%) 

With reference to the Strategic Programme provided, and the construction period of 68 weeks, please 
comment upon the overall timescale and the pre-construction and construction periods. An alternative 
programme may be submitted to support your comments, however the prelims compliant with a 68- 
week programme only will be evaluated. These comments should be evidence-based and drawn 
from experience on comparable projects completed within the last 3 years. 

Note - Your response should be a maximum of one side of A4 in Arial font 11, one A3 compliant 
programme to 68 weeks and one alternative programme (both in a readable format at 100% on screen 
and when printed to a maximum size of A3). Any part of your response which exceeds the page limit 
will not be considered for evaluation. 

5. Social Value (7%) 

Please provide detail on social value benefits you will deliver under this contract, your response 
should include all community benefits you will provide including your approach to developing and 
maintaining skills. 
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You should support your response with evidence from completed projects in the past 3 years of a 
similar nature and scale. 

Note – Your response should be a maximum of one side of A4 in Arial font 11, any part of your 
response which exceeds the page limit will not be considered for evaluation. 

6. Supply Chain Management (4%) 

Provide your proposed approach on how you will perform pre-contract assessment of your potential 
key supply chain/sub-contractors, competitive process and their appointment, management and 
delivery for this specific project. Please provide evidence to demonstrate successful appointment and 
delivery from your supply chain/sub-contractors for relevant projects completed in the last 3 years. 

Note – Your response should be a maximum of 2 sides of A4 in Arial font 11, any part of your response 
which exceeds the page limit will not be considered for evaluation. 

 
7. Interview 

 
Each contractor will be invited to an interview on 14 November 2017. This will be held at Concertus 
Offices, 2 Friars Bridge Road, Ipswich, IP1 2RR. 

The provisional programme is set out below but this is subject to change at short notice. Please 
ensure you reserve the day for attendance at any time between 8.30am and 6pm: 

Each contractor may provide up to 5 attendees and these MUST include Pre-construction Manager, 
Regional Contracts Manager and proposed Site Manager who will be responsible for working on 
this project. Names of attendees and their position to be advised via 
tenderqueries@concertus.co.uk by 11.00am, 10 November 2017. 

Each interview session will be a maximum of 1 hour, with a maximum of 10 minutes for each 
question allowed on each question. Each question will be timed and a 2-minute warning will be 
given before the end of each question. 

No presentations or additional written information will be required or be provided at this 
interview session. 

 
Format of submission 
Your submission must be sent electronically via email to tenders@concertus.co.uk to arrive before 
the closing time and date of this further competition. Please allow plenty of time for uploading ALL 
documentation relating to your submission. No late or incomplete submissions will be accepted. For 
transmission problems, please contact tenderqueries@concertus.co.uk. . 

 
Evaluation and Award Criteria 
Your written tender responses will be evaluated on the following basis: 

1. Value for Money 

a. Pricing (50%) 

b. Cost Plan (10%) 

2. Project Delivery (15%) 

3. Project Team (4%) 
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4. Programme (10%) 

5. Social Value (7%) 

6. Supply Chain Management (4%) 

7. Interview – No specific marks will be awarded for this as its purpose is to clarify items 
submitted in your responses with marks allocated as above. 

The priced bid will be closely examined by the project Quantity Surveyor to ensure that all tenders 
are submitted on a realistic and comparable basis. 

 
Price Evaluation 
Your pricing submission will be marked on the following basis: 

The lowest tender figure will receive the maximum percentage score available. The percentage score 
for remaining bidders will be calculated using the following formula: 

Percentage Awarded = (50%) x (Lowest tender figure/your tender figure) 
 
 

A 50% £8,000,000 50% 
B 50% £8,500,000 47.06% 
C 50% £8,750,000 45.71% 
D 50% £8,790,000 45.51% 

 
PLEASE NOTE: Values shown in these examples are purely for illustrative purposes, and should not 
be taken as indicative of the sorts of values that the Council anticipates will be tendered. 

 
Quality Evaluation 
The project specific quality submission will be evaluated by a panel of at least 4 people likely to include 
Client representatives, Project Manager and Design Lead. The panel will be chaired by a 
representative from Concertus acting as Procurement Agent. To ensure consistency, a mediation 
group may also be involved. Submissions on each section will be scored in the range zero to 5 using 
the following broad criteria: 

0 Failed to answer question 

1 Poor 

2 Acceptable 

3 Good 

4 Excellent 
 
Queries 
You may ask questions to clarify your understanding of this document, our Specification, the 
Conditions of Contract or the tender process. Your questions must be submitted to us no later than 
the “Clarifications Accepted To” date shown at the beginning of this document. We reserve the right 
to issue a copy of our response to all bidders where we consider it is appropriate to do so to ensure 
all bidders are treated equally. 
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Concertus can only accept clarification questions by email to tenderqueries@concertus.co.uk. 
 
Submission 
Please provide your submission in PDF or Office 97-2003 version formats as others may result 
in your submission not being easily accessed by SCC software 

For assistance please contact tenderqueries@concertus.co.uk. 

TO DECLINE THE INVITATION 

If your organisation decides to decline the invitation to bid for this further competition, you must advise 
Suffolk County Council of your decision and reasons for non-submission. This must be done via e- 
mail to tenderqueries@concertus.co.uk  before the further competition closes. 

FORM OF TENDER AND DECLARATIONS 

To: The Council 

Form of Tender 

By submitting your tender electronically, you hereby agree to the following; 

Having examined the Invitation to Tender and its accompanying documents and being fully satisfied 
as to my/our abilities and experience in all respects to fulfill the requirements of the Conditions of 
Tender and the unexecuted Contract; 

I/We Hereby offer, subject to the Conditions of Tender to provide in accordance with the terms and 
conditions (including the provision of modification) of the unexecuted Contract and Service therein 
specified and in accordance with the prices set out in the Pricing Schedule all prices being fixed 
(subject to the terms of the Contract) for the first year of the Contract Period and thereafter during the 
Contract Period at the price ascertained under the terms of the unexecuted Contract. 

Unless and until the formal written agreement referred to above is executed, this Tender, together 
with your written acceptance thereof will form a binding agreement between us in terms of the Tender 
Documents and where there is a discrepancy or difference between the Tender and the (other) Tender 
Documents the latter will prevail. 

Declaration 

By submitting your tender electronically, you are also confirming your compliance with 
statutory and policy requirements of Suffolk County Council as per the Contract Terms and 
Specification attached and are therefore making the following Declaration. 

I/We declare that this is a bona fide tender, intended to be competitive, and that I/we have not fixed 
or adjusted the amount of the tender by or under or in accordance with any agreement with any other 
person. 

I/We have not done and I/we undertake that I/we will not do at any time before the hour and date 
specified for the return of this tender any of the following acts; 

Communication to a person other than the person calling for those tenders the amount or approximate 
amount of the proposed tender except where the disclosure, in confidence, of the approximate amount 
of the tender was necessary to obtain insurance premium quotations required for the preparation of 
the tenders; 
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Entering into any agreement or arrangement with any other person that he shall refrain from tendering 
or as to the amount of any tender to be submitted. 

Offering or paying or giving or agreeing to pay or give any sum of money valuable consideration 
directly or indirectly to any person for doing or having done or causing or having caused to be done 
in relation to any other tender or proposed tender for the said work any act or thing of the sort 
described above. 

I/We agree that the terms of the above declaration will form part of any contract with the County 
Council it’s servant or agent resulting from the acceptance of my/our tender and that any breach of 
this declaration and undertaking will be deemed to be a breach of that contract entitling the Council 
it’s servant or agent to determine forthwith or to take advantage of any provision in that Contract 
entitling the Council it’s servant or agent to determine my/our employment under this Contract. 

 
Project Information 
Project No: 16-0081 – Project: Ipswich – The Hold 

Date 27/09/2017 

The Hold is to provide a unique heritage facility which combines state-of-the-art storage 
and public access facilities for the archive and local studies collections held by Suffolk 
Records Office (SRO), the archives, reference materials, and sensitive finds held by the 
Suffolk County Council Archaeology Service and higher education teaching spaces. 

It will include conservation, digitisation, ICT, teaching and learning facilities as well as 
office space, search rooms for visitors to consult material, and a café and exhibition area. 

The teaching facilities will include two seminar rooms and a 200-seat tiered auditorium 
for higher education teaching (and SRO and community use outside of core university 
teaching hours). Above all, the building will provide a highly visible and accessible focus 
for heritage activity in the county. 

In July 2015, Suffolk County Council’s Cabinet agreed to invest £5 million in the project 
but further funding needed to be secured from external sources. The University of Suffolk, 
already providing the land for the centre, agreed in principle to invest £1 million. An 
application to the Heritage Lottery Fund (HLF) was submitted in December 2015 and in 
May 2016 the application received initial support from the HLF together with a 
development grant of £538,000 to take the proposals forward to make an HLF Stage 2 
application. 

Please refer to http://www.suffolkarchives.co.uk/the_hold/ for further information on the 
scheme. 

The project was submitted for full planning permission to Suffolk County Council on 
Tuesday the 26th  September 2017.  Planning Reference PP-06398860 

Website https://secure.suffolkcc.gov.uk/ePlanning/searchPageLoad.do 

Main Contractor - Contract Information 

Project details are as Contract Preliminaries document 

DOCUMENT – 16-0081 Ipswich The Hold – Stage 1 Preliminaries 20170925 

http://www.suffolkarchives.co.uk/the_hold/
https://secure.suffolkcc.gov.uk/ePlanning/searchPageLoad.do
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The Project particulars are detailed in Preliminaries clauses A10/110 and A10/215 

Project Programme/ Planned Dates 

1. 16-0081 The Hold – Procurement Programme v1.3 

2. 16-0081 Ipswich The Hold – Records and Archives Office - Risk Log 26.09.17 

Adjacent construction projects 

Not Applicable. 

Design 

3. 16-0081 The Hold - Design and Access Statements 

4. 16-0081 – Ipswich – The Hold – Public Procurement Social Value Document 
(1.1) 

Contract and benchmark figure 

JCT Design & Build 2016 and Client Amendments. 

5. 16-0081 Ipswich The Hold - JCT D&B 2016(V3) 

6. 16-0081 Ipswich The Hold – Concertus _JCT_DB2016_SoA (18129171_1) 

7. 16-0081 The Hold – Stage 12 Preliminaries 20170925 

8. 16-0081 PRS Unsigned Hold Design Team Contract 

9. 16-0081 Ipswich -The Hold – Schedule 2.9 Novation 

The approximate Construction Value is £11 million (excluding preliminaries, overheads & 
profit, design development and fees). 

10. 16-0081 Ipswich The Hold - Stage 3 Base Line Cost Plan 170922 

Pricing document 

11. 16-0081 Ipswich The Hold – Mini Competition Template – Final 20170926 

12. 16-0081 The Hold Scoring Guide 

Construction logistics 

To be agreed 

Site visits 

A Tender Briefing Meeting and Site Visit will take place on 03/10/2017 
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Tender meeting to be held at 4pm at the Waterfront Building, Neptune Quay, Ipswich IP4 
1QJ followed by a site walk. Bidders are invited to bring a maximum of 3 people and their 
names and positions to be advised to tenderqueries@concertus.co.uk by 5pm, 29 
September 2017. One parking space per contractor may be available and these should 
be requested with your confirmation of attendees at the site meeting. 

Health and Safety 

Not applicable at this stage 

Tender documents 

Existing Drawings 

HLD_250_N_01 Existing Ground Floor Plan 1:250 A1 

HLD_250_N_41 Existing Long Sections AA and BB 1:250 A1 

HLD_250_N_42 Existing Cross Sections CC and DD 1:250 A1 

HLD_250_N_61 Existing South and East Elevations 1:250 A1 

HLD_250_N_62 Existing North and West Elevations 1:250 A1 

Location Plan 

HLD_1250_A_00 Rev A Proposed Location Plan 1:1250 A3 

Proposed Drawings 

HLD_250_A_00 Proposed Ground Floor Plan 1:250 A1 

HLD_250_A_01 Proposed First Floor Plan 1:250 A1 

HLD_250_A_02 Proposed Upper Floor Plan 1:250 A1 

HLD_250_A_03 Proposed Loft Floor Plan 1:250 A1 

HLD_250_A_04 Proposed Roof Floor Plan 1:250 A1 

HLD_250_A_41 Proposed Long Sections AA and BB 1:250 A1 

HLD_250_A_42 Proposed Cross Sections CC and DD 1:250 A1 

HLD_250_A_61 Proposed South and East Elevations 1:250 A1 

HLD_250_A_62 Proposed North and West Elevations 1:250 A1 

The Hold_IS_24_Rev A Drawing Issue Sheet 

16-0081 The Hold – Procurement Programme v1.3 

16-0081 Ipswich The Hold – Records and Archives Office - Risk Log 26.09.17 

16-0081 The Hold - Design and Access Statements 

16-0081 – Ipswich – The Hold – Public Procurement Social Value Document (1.1) 

16-0081 Ipswich The Hold - JCT D&B 2016(V3) 

16-0081 Ipswich The Hold – Concertus _JCT_DB2016_SoA (18129171_1) 

mailto:xxxxxxxxxxxxx@xxxxxxxxx.xx.xx
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16-0081 The Hold – Stage 12 Preliminaries 20170925 

16-0081 PRS Unsigned Hold Design Team Contract 

16-0081 Ipswich -The Hold – Schedule 2.9 Novation 

16-0081 Ipswich The Hold - Stage 3 Base Line Cost Plan 170922 

16-0081 Ipswich The Hold – Mini Competition Template – Final 20170926 

16-0081 The Hold Scoring Guide 

Site information: 

See Designer Preconstruction information 
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