
TRANSPORT HERITAGE NSW LTD 
ABN 25 000 570 463  
 
_______________________________________________________________________________ 

Position Description 

Position:    Heritage & Collections Manager (H&CM) 
Group:   Heritage & Collections  
Location:    Thirlmere, with regular travel to Sydney  
Date:    June 2021 
 
 
Primary Purpose   
We have a clear vision to bring transport heritage to life through our mission that includes preserving 
interpreting and making accessible the collection via engaging and interactive experiences. 

The Heritage & Collections Manager (H&CM) is a subject matter expert (SME) and will lead the development 
and implementation of plans, projects and initiatives for the collections, other heritage assets and heritage 
properties entrusted to the care of Transport Heritage NSW (THNSW). 

The H&CM is responsible for all aspects THNSW’s collection management, curation and interpretation, 
heritage management, property and facilities management, and the delivery and growth of our sector support 
and development program for other community-based not-for-profit groups across NSW, centered around 
heritage transport collection items and assets.  The H&CM also coordinates the development of annual 
heritage asset management plans. 

This is highly collaborative and creative role that works with all other areas across the organisation.  It is also 
a ‘hands-on’ role that requires a flexible, team-oriented person who possesses strong attention to detail, 
initiative, demonstrated problem-solving skills, and the ability to work and lead with a diverse range of 
people, both employees and volunteers. 

As part of the Senior Management Team, key to this role will the ability to work closely and collaboratively 
with the CEO and Executive Management Team, whilst meeting the challenges in a changing environment, 
to deliver THNSW’s vision, mission and strategic priorities. 

 

Organisational Environment  
Transport Heritage NSW Ltd (THNSW) is a not-for-profit, registered charity, member and volunteer-based 
company limited by guarantee, principally funded by the NSW Government.  

THNSW is committed to delivering and continuously improving heritage transport experiences, events, 
attractions and asset management across NSW, proudly fostering our specialty in collecting, preserving and 
presenting rail transport heritage.  

THNSW operates the NSW Rail Museum at Thirlmere and the Valley Heights Locomotive Depot Heritage 
Museum in the Blue Mountains, as well as offering heritage passenger rail experiences on its Thirlmere 
Heritage Railway (Loop Line) as part of the NSW Rail Museum, as well as throughout NSW and Australia. 

THNSW requires adaptable, resourceful and flexible staff with a desire to be part of this growing, dynamic 
and customer-focused organisation.   THNSW has a core team of approximately 35 staff, 300 active 
volunteers and more than 1,800 members. Our blended paid and volunteer workforce working collaboratively 
and focused on delivering THNSW’s operations and activities will be key to THNSW’s success as we pursue 
our vision of bringing transport heritage to life!  

 

Key Responsibilities 
The H&CM is integral to the overall success of THNSW and its NSW Rail Museum through its key 
achievements including as a:  

• Leader - leading the THNSW Heritage & Collections Team comprising of both paid staff and volunteers. 

• Champion – the heritage collections and property portfolio and the appropriate management and care of 
heritage and heritage-related assets to meet both NSW Government funded imperatives and THNSW’s 
own strategic goals.   
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• Subject Matter Expert (SME) – on the Collections, Collection Management Policies and all aspects of 
planning and delivery of heritage and collection-based projects, as well as the coordination of THNSW’s 
annual asset management planning process.  

• Enabler – leading collaboration with other heritage transport sector groups in NSW, plus a diverse range 
of organisations and individuals, that grow knowledge sharing, care of and access to heritage transport 
assets that raise the profile of THNSW and the NSW Rail Museum to local national and international 
audiences.  

• Partner – with other business teams to develop and grow THNSW’s positive ongoing engagement with 
its agreed audience groups, as well as support the overall achievement of THNSW’s priorities, major 
projects, initiatives, goals and targets across the organisation.  

 

Additionally, the H&CM will:  

• Manage all aspects of THNSW’s asset management program with respect to collections assets and 
heritage properties. 

• Coordinate meetings of various internal and external groups including THNSW’s Collections & Curatorial 
Committee, the Independent Funding & Advisory Panel (IFAP), and annual Transport Heritage Grants 
Program (THGP) assessment panel. 

• Manage THNSW’s ongoing heritage, property and facilities compliance as required by Legislation and/or 
other standards, guidelines and best practices.  

• Manage and maintain all required documentation, record-keeping and other administration to meet 
external and internal requirements; prepare reports and supporting documentation.  

• Build and maintain highly professional and productive relationships and partnerships across a diverse 
range of internal and external stakeholders to ensure THNSW’s deliverables are met or exceeded. 

• Ensuring own understanding of THNSW, its vision, mission and objectives, and how the H&CM role and 
its responsibilities, plus those of the Heritage & Collections Team, contributes to THNSW’s success. 

• Complying with THNSW’s Safety Management System (SMS), Work Health Safety (WHS), all other 
THNSW Policies and Procedures, and applicable legislation and regulations to ensure a safe, healthy and 
supportive work environment. 

• Other reasonable duties as required. 

 

Key Role Dimensions 
The Heritage & Collections Team is responsible for all aspects of THNSW’s heritage assets including 
collections and heritage properties in THNSW’s care as well as certain NSW Government-owned collection 
items in the care of other specific heritage transport sector groups within NSW/ACT.   

The core activities of the Heritage & Collections Team include: 

• Collection Management - including registration, conservation, storage, loans, acquisitions, 
deaccessioning, cataloguing and digitisation, etc.  

• Curation - including the display, factual information and interpretation content. 

• Property & Facilities Management - including compliance requirements, routine periodic and major 
maintenance, emergency repairs and overall upkeep. 

• Heritage Asset Management – including the development and delivery of asset management plans and 
project proposals. 

• Heritage Transport Sector Development – including supporting the growth and sustainability of other 
community-based not-for-profit sector groups centred around the custody and care of heritage transport 
assets. 

 

The Heritage & Collections Team includes: 

• Heritage & Collections Manager (H&CM) (this position) 
• Collections Officer (CO) 
• Property & Facilities Manager (P&FM) 
• Property & Facilities Site Coordinator – Thirlmere (SCTHL)  
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• Sector Development Officer (SDO) 
• Heritage & Collections Volunteers (including regular and project-based volunteers) 

 

The H&CM will report to the CEO. 

The H&CM is a full-time role based at the NSW Rail Museum, Thirlmere, however travel between Thirlmere 
and the THNSW Head Office in Sydney, will be required regularly.  Travel to other THNSW sites and other 
locations within NSW will also be required from time to time. 

This role works predominantly in an office environment however will also require visits to non-standard 
workplaces from time to time, which may include working in a live rail corridor and track environment. 

The H&CM is predominantly a Monday to Friday role however out of hours work and weekend work will be 
required from time to time. 

 

Key Accountabilities 
1. Safety – lead, promote and adhere to THNSW’s approach to safety and environment and ensure 

activities comply with the requirements, responsibilities, authorities and accountabilities within the Safety 
Management System (SMS).  

2. Ethics and Probity – understand ethical behaviour and business practices, ensure that own behaviour 
and the behaviour of others is consistent with these standards and aligns with THNSW’s core values of 
integrity, trust, service and accountability, and the THNSW Code of Conduct. 

3. Teamwork – work cooperatively and collaboratively with others, respecting diversity and differences, to 
set goals, resolve problems and build THNSW’s capabilities and effectiveness; be able to work both 
autonomously or in any team role; model positive leadership and teamwork; 

4. Relationship Building – establish and maintain strong positive working relationships with others, both 
internally and externally, to achieve the goals of THNSW.  Facilitate the building of strong positive 
working relationships between others. 

5. Customer Service – anticipate, understand and respond to the needs of internal and external customers 
to meet or exceed their expectations within the organisation’s parameters; work closely with other 
Business Areas to understand support activities required to successfully deliver THNSW’s operational 
program and events.  

6. Learning & Development – actively engage in learning and self-development; support the development 
of skills, capabilities and competencies of other volunteers and staff to assist with THNSW operations and 
build the organisations capabilities. 

7. Creativity, Innovation & Improvement – actively look for ways to identify and develop new and unique 
ways to improve THNSW’s processes, systems, operations and customer service delivery practices, and 
contribute to THNSW’s efficiency and effectiveness as a professional organisation. 

 
Selection Criteria 
The following selection criteria are mandatory: 

1. At least five (5) years’ experience in a similar role, plus relevant tertiary qualifications. 

2. Collection Management – proven experience and a track record in managing a significant and large 
collection of heritage items including developing and implementing collection policies, collection projects 
and developing innovative options and solutions for the betterment of the collection and its items.   

3. Heritage Asset Management - demonstrated knowledge and experience in heritage asset management 
including properties, proven knowledge of planning and approval processes, other compliance 
requirements, best practices, etc. 

4. Knowledge and understanding of legislation, policies and best practice frameworks that relate to different 
heritage collection types, such as moveable, operational, built, etc., and the ability to appropriately 
interpret and apply these in practical ways that meet the goals and objects of THNSW whilst maintaining 
compliance. 

5. Excellent interpersonal and communications skills (both oral and written); and the ability to confidently 
present ideas and concepts to a variety of audiences and the ability to liaise, negotiate, mediate, coach 
and deal tactfully and effectively across a variety of internal and external stakeholders. 
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6. Strong planning, multitasking and decision-making skills; exceptional attention to detail; highly organised 
with demonstrated initiative and proven project management or work planning, coordination and 
prioritisation skills, with the ability to meet agreed outcomes, deadlines and budgets. 

7. Sound computer knowledge across the Microsoft suite, including Word, Excel and Outlook; must hold and 
continue to hold a current motor vehicle Driver’s Licence; and have the ability to successfully complete 
any Police or other required checks relevant to THNSW’s operating context with volunteers, youth, 
children and the public. 

 

The following selection criteria are not essential, however highly desirable and would be an advantage: 

1. Knowledge of transport or transport history, particularly railways, in NSW.  

2. Experience in museum or other heritage or history-based attraction, gallery or similar, or other public 
attraction operations. 

3. Experience or awareness of the requirements of working in, and an enthusiasm for, heritage, cultural 
tourism, regional attraction management sectors, not-for-profit organisation environments. 
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