
 

 
 

   ROLE DESCRIPTION 
 

Role description: Facilitator/Co-ordinator – Memories Captured Oral History Project  

Reporting to:  Chase & Chalke LPS and Blandford Museum Project Leads 

Working with: 
Chase & Chalke LPS and Blandford Museum Project Leads, Volunteers 
and interviewees 

Work commitment: 12 months at 10 hours/ month 

Fee:  £2,000 (Plus travel to and from facilitated sessions) 

Employment Status: 
Applicants should be, or be willing to become, self-employed for tax 
and national insurance purposes 

 

Project Overview 

 

Memories Captured is one of twenty projects that form the Chase & Chalke LPS funded principally by 
the National Lottery Heritage Fund. Memories Captured is an oral history project that aims to capture 
the voices and stories of people local to the Cranborne Chase and Chalke Valley area in order to 
provide content and inspiration for the development of other projects within the Scheme and promote 
awareness of the rich rural life of the area. The project is being run in partnership with Blandford 
Town Museum.  

Landscape management and agricultural and rural practices continue to change apace.  While 
previous generations lived with a closer connection to the landscape than we tend to now, there is 
appetite to learn from the past and make closer connections, particularly in a post-pandemic era. The 
older generation have a wealth of interesting stories to tell of how the land was managed, characters 
that they knew and the stories and traditions that have been handed down, including for example 
how the water meadows were managed, how charcoal making, coppicing, spar making and 
sheepherding have changed and what wildlife they remember. Memories Captured aims to capture 
these stories and memories before they are lost and bring the past to life providing insights into land 
management and traditions. 

The project will create opportunities to train a new wave of oral historians and help people develop 
news skills and confidence in oral history recording, while giving voice and a sense of self-identity 
and community, and improved wellbeing, to those offering their story. The project will train people to 
collect the oral histories, which will in turn to be transcribed, summarised and archived, with creative 
outputs which can be shared in a variety of ways. We will combine the project findings with links to 
existing material, creating a rich resource of different types of material, much available in a variety of 
formats including on online platforms.  

Memories Captured aims to: 

1. Capture the voices and stories of local people who have lived and worked in the Chase & 
Chalke LPS area, before they are lost. 



 

 
 

2. Provide content and inspiration for the development of other projects within the Scheme’s 
cultural programme. 

3. Promote and raise awareness of the rich rural life, agricultural and farming history of the area 
to thousands of people though sharing the recordings online. 

4. The collected memories include but are not limited to: 

• Capturing video of people using rural skills that may no longer be in use or are less 
frequently or differently used, and/or oral histories about these activities; 

• Leisure activities; 

• Ways of making a living; 

• Changes to the landscape and to land use; 

• Rural crafts, cottage industries; 

• Farming and agricultural practices (e.g. farm school, coppicing, hurdle making, water 
meadows management); 

• Family life. 

The project is recruiting for a for a Facilitator/Co-ordinator for the Memories Captured Oral History 
Project to be the main point of contact for the volunteers and interviewees, to arrange and set up 
interviews, liaise with volunteers and interviewees, administer and check project paperwork and 
ensure all data (audio and visual) collected during the project is transferred to the Memories 
Captured Project Team.  

 

 

Chase & Chalke Landscape Partnership Scheme 

 

The Cranborne Chase & Chalke Valley Landscape Partnership Scheme (Chase & Chalke LPS) is a 
National Lottery Heritage Fund programme of twenty projects aimed at protecting and enhancing the 
special landscape of the Cranborne Chase and Chalke Valley. Over the next four years we, along 
with our partners and volunteers, will be delivering twenty projects which focus on the natural, historic 
and cultural aspects of this important landscape. 

The Chase & Chalke LPS area includes the traditional heart of the medieval royal hunting ground, 
and the river valley to the north known locally as the Chalke Valley. There have always been 
historical, natural and social links between the valley and the Chase downland. 

The Chase & Chalke LPS aims to explore and reinforce these links, by better connecting our 
communities to this amazing area. Our projects include a broad range of activities and opportunities 
which we hope will encourage individuals, communities and new audiences to help conserve, 
enhance, understand and learn about this unique heritage and to become the beating heart of the 
Scheme. 

 

 

 

  



 

 
 

 

Job Purpose 

 

The Facilitator/Co-ordinator for the Memories Captured Oral History Project will be supported by 

Sylvia Hixon Andrews (Director of Blandford Town Museum) and Charlotte Moreton (Chase & Chalke 

LPS Heritage & Community Engagement Officer). The project will be managed by Jonathan Monteith 

(Chase & Chalke LPS Scheme Manager). These together form the Memories Captured Project 

Team.  

 

Specific duties and responsibilities include: 

1. Working with the Memories Captured Project Team to become familiar with and understand the 

Project Plan, aims and objectives, necessary paperwork and data collection equipment (1 day); 

2. Liaison with volunteers and interviewees around all aspects of the project; 

3. Planning, organising and co-ordinating each interview session (minimum of 40 interviews over 

multiple sessions); 

4. Ensuring all the necessary paperwork (Oral History Recording Agreements), signatures and 

permissions are in place before each interview session;  

5. Scheduling sessions for each group of volunteers and pairing volunteer groups with interviewees;  

6. Communicating with a small volunteer team to ensure they have the necessary support, 

equipment and up to date paperwork for their interview sessions; 

7. Taking part in and receiving oral history training and disseminating the relevant information to a 

small volunteer team; 

8. Lead facilitation of all group sessions;  

9. Ensuring the digital recording of oral histories is complete (40 Oral Histories) by November  2022; 

10. Making copies of and transferral of all audio and visual recordings to Blandford Museum and 

Cranborne Chase AONB/Chase & Chalke LPS; 

11. Making copies of and transferral of all associated paperwork, signatures and permissions to 

Blandford Museum and Cranborne Chase AONB/Chase & Chalke LPS; 

12. Working with volunteers to edit, interpret and digitally platform the oral histories collected for 

public access.  

13. Adhering to Wiltshire Council and Blandford Town Museum Safeguarding policies and other 

relevant policies for the settings the work is delivered on.  

14. Reporting any incidents to the Memories Captured Project Team.  

 

This job description outlines the current duties required for this post to indicate the level of 
responsibility. It is not a comprehensive or exclusive list and duties may be varied from time to time 
which do not change the general character of the job or the level of responsibility.  
 

 

 

 



 

 
 

 

Specific requirements for this post: 

• The role may involve some work outside normal office hours, including attendance at evening 

and occasional week-end presentations, meetings and events. 

• The role may entail some lone working, at the Chase & Chalke LPS office, travelling and on 

location, sometimes in remote locations. 

 

Person Specification 

 

Specific qualifications, knowledge, and skills required for this role: 

Essential 

• A level(s) or equivalent in English 

• High literacy skills 

• Excellent spoken English 

• Excellent written and spoken communication skills 

• Good organisational skills 

• Excellent attention to detail 

• An interest in local/community history 

• Ability to work independently to schedule sessions across a range of settings and range of 

partner organisations 

• Ability to meet deadlines and deliver to agreed project timeline 

• Excellent and responsive interpersonal skills 

• Ability to communicate effectively, verbally and in writing, with a wide range of people, 

including volunteers, stakeholders, participants and colleagues 

• Excellent IT skills 

• Ability to confidently use or learn a range of digital tools, e.g. website CMS, digital audio 

recorders and sound editing/transcription software and social media platforms. 

• Knowledge (or willingness to acquire knowledge) of safeguarding issues and risk assessment 

of activities in a community context 

• An ability to think on your feet and respond to changing circumstances 

• A flexible approach to work and the ability to efficiently plan this project and other freelance or 

part time work to meet all of your commitments. 

• Clean driving licence and own transport. 

• Willing to undergo a DBS check, carried out by the Salisbury Museum, or be part of the online 

DBS Update Service 

 

 
 



 

 
 

 
Desirable 

• Experience of coordinating or working in community projects involving a range of 

stakeholders and participants 

• Experience of being involved in publicly funded projects and evaluation in a community 

context 

• Experience of working with diverse groups and individuals in a community context 

• Experience of facilitating participatory work with older people and younger people ages 13 to 

18 

• Previous experience of working with volunteers in a community context 

• Previous experience of oral history projects 

• Experience of partnership working and developing community relationships in the cultural 

sector 

• Understanding of issues and practices relating to the collection of oral histories 

• Diplomatic 

• Personable 

• Patient 

 
 

 
 

 
Application Procedure 
Wiltshire Council/Cranborne Chase AONB is an equal opportunities employer. We welcome applications 
from all suitably qualified persons. 
 
If you are invited to interview we will ask if there are any adjustments that you need to enable you to take 
part in the process. 
 
Application will be by CV and covering letter (No application form) to: 
charlottemoreton@cranbornechase.org.uk  
 
Subject Line: Memories Captured - Coordinator/Facilitator Application 
 
In your covering letter please cover the following 
• How your previous experience meets the needs of the role: 
• Why you are applying for this role 
 
Application deadline extended to Monday 18th October – 12 noon. 
 
Interviews will take place via phone, Zoom or Microsoft Teams  
 
We encourage applicants to contact us with any questions they may have about the role. 

mailto:charlottemoreton@cranbornechase.org.uk

