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Community & Recreation 
Aquatic Facilities
Greenspace
Libraries
Community
Regeneration
Property

Planning, Regulation 
& Environment

Building
Plan Implementation
Environmental Services
Development Planning

Utilities & Roading 
3 Waters

Project Delivery Unit
Roading
Solid Waste
Water Unit

Strategy, Engagement, 
Economic Development

Communications & Engagement
Strategy & Business

Emergency Management

Finance & Business Support
Governance 

Information & Technology Services
Finance

Customer Services

Chief Executive

Organisational 
Development & HR 

Health Safety & Wellbeing
Human Resources 



Tā mātou mauri 
Our principles

Our  
purpose

To make Waimakariri a great place to be, in partnership  
with our communities.

Our 
vision

We are a respectful, progressive team delivering value 
for our customers.

Our 
values

We will...

Act with integrity, honesty and trust Keep you informed

Do better every day Take responsibility Work with you and each other

Our  
customer promise

We will be professional, approachable  
and solutions-focused.
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Position Details

Key Relationships

Purpose of Position

Internal External

Responsible to

Responsible for

Is there an approved delegated authority for this role?    Yes   No

If yes, state limit for role $:

If yes, is this role responsible for that budget?    Yes   No

Vetting Requirement (contact HR for further advice as required)
Under the NZ Police vetting criteria, thorough vetting is required to safeguard communities by assessing the backgrounds of individuals 
who work with vulnerable populations.

This role provides care/protection/education/training to vulnerable members of society such as children,  
young people, elderly and/or disabled.    Yes   No

If yes, does this role fall under the Childrens Act 2014?    Yes   No

If yes, this position has been identified as:

Vetting under the Children’s Act 2014 is necessary to ensure the safety and well-being of children by thoroughly assessing individuals who work with them.
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Key Result Areas

KPI (area of responsibility) Measure (successful when)
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Key Result Areas Continued

KPI (area of responsibility) Measure (successful when)
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Person Specification

Education/Qualifications

Minimum requirement for the role:

Specifications and/or  
further information:

Knowledge/Experience

Minimum requirement for the role:

Further information:

Attributes

Skills



  Waimakariri District Council Position Description - 

Key Requirements for all Council Staff

	9 Embrace	principles	contained	in	Tā	Mātou	Mauri,	model	the	Council’s	values	and	continuously	seek		
self-improvement	regarding	our	core	competencies.

	9 Participate	in	Civil	Defence	training	programmes	and	exercises	and	assist	effectively	in	disaster	recovery	and	
business	continuity	planning.

	9 Take	reasonable	care	for	the	health	and	safety	of	yourself	and	others	at	the	WDC	(including	visitors,	
volunteers,	contractors,	and	general	public).	Comply	with	any	reasonable	health	and	safety	instruction,	policy	
or	procedure	and	ensure	that	all	hazards,	risks	and	incidents	in	the	workplace	are	reported.

	9 Manage	information	of	all	activities	within	the	Council’s	corporate	business	and	information	systems	according	
to	information	management	policies	and	procedures.

	9 Ensure	that	proper	account	of	tikanga	Māori	and	the	Treaty	of	Waitangi	is	taken	in	all	activities.

	9 Maintain	an	effective	partnership	with	mana	whenua	as	provided	for	in	our	agreements	and	understandings	
between	Council	and	Te	Ngāi	Tūāhuriri	Rūnanga.

Amendments to Position Description

From	time	to	time	it	may	be	necessary	to	consider	changes	in	the	Position	Description	in	response	to	the	
changing	nature	of	our	work	environment	–	including	technological	requirements	or	statutory	changes.

Position Description approved by    Date 

Core Competencies

Self-awareness
Understands	their	
behaviour	and	its	
impact	on	others.

Open & Effective 
Communication

People	are	connected	and	
know	what	is	going	on.

Best Value Solutions
Works	with	a	solutions-
focused	mindset.

Being Innovative & 
Adaptive

Continuously	finds	better	
ways	of	doing	business.

Planning & Organising
Coordinates	our	

resources	to	best	effect.

Taking Ownership
Accepts	responsibility	
and	is	accountable		
for	actions.

Collaboration
Works	

proactively		
with	others.

Community & Customer 
Focus

Views	actions	and	services	
through	our	customers	eyes.


	TRIM: 180918107721
	KPI: Support the Senior Quality and Risk Advisor to deliver the Quality and Risk Team Annual Work Programme.
	KPI 1: Provide administration and maintenance of Quality Management systems and tools, including (but not limited to):- Process Mapping system- Quality Documents system- Delegations system- Jira request system- Internal staff intranet and WDC website- Risk Management system.
	KPI 2: Peer review a wide range of documents and processes for accuracy, grammar, sense checking, copy editing, proofreading and formatting.
	KPI 3: Systems including, but not limited to, Quality Management systems, Jira requests, delegations register and web applications are audited and monitored to ensure correct information, data integrity and best practice.
	KPI 4: Provide support to wider functions of the Governance Unit where required.
	Measure: - Key milestones and administrative tasks are delivered on-time and to a high standard.
	Measure 1: - Systems are proactively managed, audited and updated. - Systems are administered effectively ensuring consistency of documents and processes across the organisation.- Staff feedback and input is reviewed and actioned as appropriate.- Staff have access to relevant information to perform their operational duties.- Branding and process guidelines are consistently applied.
	Measure 2: - Documents and processes consistently meet the organisation's style and formatting guidelines and grammatical standards.- Documents and processes are fit for purpose.
	Measure 3: - System data is correct and up to date.- Regular audits are undertaken.
	Measure 4: - Able to support continuity of activity and contribute as part of the wider Governance Unit.
	KPI 6: 
	KPI 7: 
	KPI 8: 
	KPI 9: 
	KPI 10: 
	Measure 6: 
	Measure 7: 
	Measure 8: 
	Measure 9: 
	Measure 10: 
	Specific Education / Qualifications: - A full (or restricted, as a minimum requirement) driver's licence.
	Attributes: - Able to adapt to change and be proactive in looking for continuous improvement.- Displays high levels of emotional intelligence, self-awareness and interpersonal skills and acts in accordance with WDC values and principles.- Understands what results are important and focuses on what is required to achieve them with win/win outcomes.- Active listener who will question processes with lateral thinking and flexible problem-solving skills.- Ability to work collaboratively with a wide range of people.- Solutions focused and uses initiative when dealing with day-to-day issues.
	Skills: - Excellent literacy, numeracy, written and oral communication skills, including active listening skills.- Detail-focused with the ability to accurately peer review and provide constructive feedback.- Team player with a collaborative approach, engaged in the wider success of the team and the organisation.- Ability to manage and prioritise workloads, use initiative and meet deadlines.- The ability to problem-solve by being innovative and identifying areas of concern.- Prior knowledge of quality management and/or risk management systems and processes (desirable).- Experience working with the process management software 'Nintex Process Manager [Promapp]' (desirable).
	MinimumEducation: [National Certificate Level 2 NCEA Level 2]
	Experience further information: - Prior experience in an administrative role, with a high level of accuracy.- Demonstrated commitment to process and business improvement.- High level of computer literacy incl. MS Office Suite and web applications.- Good understanding of document quality control and database systems.- Understanding of Local Government and processes is desirable.
	Experience: [18 months]
	MinimumEducationDetail: Education to minimum school leaving age. NCEA level 1, 2 or 3 (please specify)
	ExperienceDetail: Required to draw on skills and experience related to specific activities, equipment, or work practices.
	Position Description Approved by: Governance Manager
	Approved date: 16 January 2025
	Purpose of Position: The Quality and Risk Team is responsible for the planning, implementation, management and oversight of the organisation's Quality Management Systems encompassing process management, quality documentation, risk management and delegations register. The role of the Quality Systems Administrator is to:- Administer and maintain the organisation's Quality Management systems and tools.- Support the Senior Quality and Risk Advisor to deliver the Quality and Risk work programme(s).- Provide administrative compliance support to the Governance Team.The Quality Systems Administrator will collaborate across all areas of the organisation, becoming a subject matter expert in organisational quality systems, databases, and web applications. They will also serve as a key source of quality and risk knowledge and information for staff.
	Responsible to: Senior Quality and Risk Advisor
	Responsible For: N/A
	Internal 2: - Quality and Risk Team- Creative Administration Team- Governance Team- Governance Manager- All people leaders and staff across the organisation
	External 2: - Vendors/suppliers- Local Government organisations and Councils- Business associations/agencies
	Delegated authority: no
	Delegated authority limit: 
	Budget responsibility : Off
	Vetting requirement: no
	Childrens Act: Off
	Core or non-core worker: []
	Position Title: Quality Systems Administrator
	Location: [Rangiora Service Centre]
	Contract Type: [Permanent]
	Date: 16 January 2025
	Department: [Finance & Business Support ]
	Unit: [Governance]
	Team: [Quality & Risk]


