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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 

Rangiora Service Centre –



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
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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: 210817135095
	KPI: Oversee the programming work and contract control for the Reticulation Contracts Team is completed in safe and efficient manner, ensuring compliance with Health and Safety requirements. This also includes service requests, projects and back-flow.
	KPI 1: Lead the Reticulation Contracts Services Team by mentoring and coaching team members to help them achieve high standards of performance and ensuring team members are encouraged to develop in their professional development and other work skills.
Effectively contribute to the Water Unit Leadership Team.
	KPI 2: Ensure all health and safety requirements are correctly recorded and processes followed  (e.g JSA, Take-5, Inductions) Ensure staff are compliant with permits (heights and confined spaces) Assess, manage and minimize risk in accordance with the Council's Risk Management Framework, including championing health and safety culture within the Water Unit.
	KPI 3: Maintain systems for monitoring standard of work outcomes and associated budgets to complete the work.
	KPI 4: Ensure all direct reports have the relevant competencies and appropriate licenses to operate plant allocated to them.
Keep track of training completed and review or renewal dates for staff.
	Measure: Maximum effective utilisation of resources is provided to ensure a uniform high level of service is achieved and aligned with the Council's expectations.
Programming work and projects are managed within budget and timeframes.
Relevant levels of service are consistently maintained, and standards of service delivery are met.
	Measure 1: Mentoring provided to and empathy shown towards team members.
Daily communication with staff.
Team performance indicators are positive.
Contributes, cooperates and supports the Water Unit Leadership team, sharing best practice learnings. Seeks out opportunities to work collaboratively.
	Measure 2: Health and safety is central to all undertaking and appropriate safety avoidance/mitigation measures are in place for each work-site and available for inspection
Risks are regularly assessed, actively managed and minimised, and reported on. 
Role model health and safety in the workplace.
	Measure 3: Systems are maintained and Foreman are provided with regular updates on reports of work outcomes (gross margin and completion to schedule).
	Measure 4: Staff are monitored through their competencies register to ensure they have the relevant competencies. 
Training is arranged in an efficient and timely manner. Training registers are accurate and up to date.
Staff are advised when they are due for training reviews or renewals.
	KPI 6: Prepare As-Builds and completion documents.
Review Work Site Audits to maintain efficient systems and processes.
	KPI 7: Maintain a strong working relationship with the Reticulation Maintenance Team Leader that is a collaborative working style and in a manner consistent with Ta matou mauri. 

Provide backup in order for the teams to achieve and deliver delivery of work, ensuring agreed levels of service consistently delivered.
	KPI 8: Take responsibility for ensuring the successful completion of each daily work activity completed by the Reticulation Contracts Team with in the agreed constraints regarding the timeframe and the budget.
Review of reports and decisions to ensure completeness and accuracy.

	KPI 9: Coordinator work plans with other Team Leaders.
Prompt, accurate and effective attention to administration requirements, including timesheets, invoices, orders, quotations, and requested reports.
Engage and manage relationships with Key stakeholders including contractors when required. Manage, facilitate or direct team members, or contracts.
	KPI 10: Undertake or assist with any other project or task as necessary as directed by the Water Unit Manager, or General Manager Utilities and Roading.

High level of engagement with Asset Managers, Engineers, Planners & Designers. Will assist in design & safety of projects


	Measure 6: All works documents are documented and completed to a high standard in a timely manner. This includes supplier invoices received against purchase order, employee hours, equipment, hire equipment and materials.
Invoices prepared for customers.
Close out correspondence is accurate and professional and communicated in a timely manner. 
Site work audits, contractor performance, productivity and gross margin performance to improve people, processes and systems t
	Measure 7: Customer and staff satisfaction results reflect that all services meet the needs and level of service expectation through aligned and empowered staff and leaders

Working as equals to support each other and the teams.
	Measure 8: Positive Client and contractor feedback received.
Capital Programme delivered on time and on budget.
Team meets quality objectives to the satisfaction of clients and the Water Unit Manager  
Reports are consistent with Council requirements and have sufficient detail to allow for informed decision making.
Monitor daily work activities for the Reticulation Contracts Team are correctly recorded and processes followed.
	Measure 9: Maximum effective utilisation of resources.
Efficient systems for information transfer
Clear picture of reticulation contracts team activities. 
Effective coordination and management of contractors to ensure compliance with contracts and Service Level Agreements. Positive client and contractor feedback received.
	Measure 10: A degree of flexibility and adaptability demonstrated.
Projects and duties completed within agreed timeframes.

Visibly demonstrate behaviours consistent with championing the Council's values.
Active participation in relevant professional associations.
Good communication skills, and sound judgement. Assist engineers with efficient & workable design details. 

	Specific Education / Qualifications: Level 4 NZQA Reticulation Maintenance Qualification (or equivalent Level 4 Trades Certificate) or body of knowledge.
Project Management Qualification or willing to work towards it.
Desirable 
Level 5 NZQA Reticulation Supervisor Qualification (or equivalent)
	Attributes: A high level of integrity and honesty and the ability to remain professional in difficult situations
Commitment to encourage active participation and genuine connections with our communities
Acts with an open, transparent and honest approach & Able to perform consistently even under pressure
Demonstrated ability to organise and priortise busy workloads 
Modifies and adapts own behaviours to suit the situation
Openly receives and gives feedback and actively listens to others' ideas and suggestions
Focused on continuous improvement and works with a solutions-focused mind set.
Shares best practice and learnings across own team
	Skills: Excellent staff leadership skills which encourage empowerment, responsibility and accountability
Is empathetic and displays active listening skills
Effective communication and interpersonal skills, incl. articulating technical requirements understandably
Effective time management and organisation skills
Strong computer literacy with the ability to quickly adapt to new software and systems
Is able to co-ordinate internal staff and external contractors to work together in a collaborative manner
Able to program and forward plan work
Demonstrates close attention to detail, incl. accurate record keeping
	MinimumEducation: [National Certificate Level 4]
	Experience further information: A minimum of 5 years water supply encompassing drinking water and sewer water maintenance and repair of treatment assets. Plus relevant leadership experience.
	Experience: [5-6 years]
	MinimumEducationDetail: Trade/occupation-related certificate or equivalent (please specify)
	ExperienceDetail: Needs to draw on relevant longer-term experience specific to the job and work demands, acquired over time.
	Position Description Approved by: Water Unit Manager, T. van Rensburg
	Approved date: 
	Position Title: Reticulation Contracts Team Leader
	Location: [Water Unit]
	Contract Type: [Permanent]
	Date: August 2024
	Department: [Utilities & Roading]
	Unit: [Water Unit]
	Team: [Reticulation Contracts]
	Purpose of Position: To provide an efficient and effective delivery of works and services to ensure successful outcomes for both the clients and the Water Unit.

The Reticulation Contracts Team Leader will work closely and in collaboration with the Reticulation Maintenance Team Leader to ensure the work programmes established by the Water Unit are achieved.  The focus of this role will be on quoted contracts along with stakeholder engagement, resource planning and scheduling, work-site establishment, work-site safety, auditing and continuous improvement in collaboration with the Business Support Function.

The Reticulation Contracts Team Leader will effectively contribute to the Water Unit Leadership Team by demonstrating sharing best practice, seeking out opportunities to work collaboratively, and building and maintaining effective relationships. 
	Responsible to: Water Unit Manager
	Responsible For: Reticulation Contracts Service Persons + Reticulation Apprentice/s
	Internal 2: Water Unit Team Members
Asset Managers, PDU Engineers & the 3 Waters Team
Roading Team
WDC Support Services Teams (e.g. Finance, Customer Services, Community & Recreation, H&S, HR, Property)
	External 2: Contractors and Field Workers
Residents / Ratepayers
Members of the Community
Suppliers & Other Organisations
Te Ngāi Tūāhuriri Rūnanga
	Delegated authority: Yes
	Delegated authority limit: 10,000
	Budget responsibility : no
	Vetting requirement: no
	Childrens Act: Off
	Core or non-core worker: []


