
Waimakariri District Council Position Description - 
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Date

18
05
10
05
11
88
 / 
Q
D
 H
R 
Fo
rm
 0
05
 -
 V
er
si
on
 9
 -
 J
un
e 
20
24

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.



Waimakariri District Council Position Description - 

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.



Waimakariri District Council Position Description - 

Key Result Areas

KPI (area of responsibility) Measure (successful when)



Waimakariri District Council Position Description - 

Key Result Areas Continued

KPI (area of responsibility) Measure (successful when)



Waimakariri District Council Position Description - 

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: 191024148425
	KPI: Lead Teams, in a manner consistent with Tā mātou mauri, to deliver excellent customer–focused services.



	KPI 1: Provide effective leadership to staff to enable them to achieve their potential, empower staff, and model behaviours consistent with Tā mātou mauri.

Ensure the Council meets its ‘good employer’ obligations.

	KPI 2: Ensure effective management of the Building Unit, including the development and management of budgets, ensuring agreed Levels of Service are consistently delivered.
	KPI 3: Development and management of key performance indicators including regular reporting.

Continuously review operational processes and procedures to enhance services and create opportunities to encourage efficiencies.
	KPI 4: Present confidently to Council, its committees, community boards and advisory groups in a professional manner and deliver sound policy while displaying sound political acumen.
	Measure: Customer and staff satisfaction results reflect that all services meet the needs and level of service expectations of users, through aligned and empowered staff. 

Staff engagement and satisfaction levels meet or exceed previous years as measured through the Our Voice Survey.
 
	Measure 1: Staff / Team plans are produced for the year to ensure efficient and effective use of staff time.
Succession Plan in place for the team.
Feedback on performance and development is provided regularly, and appropriate and competent staff are recruited. Staff are aware of the value they provide through regular feedback. 
Takes accountability for merits of the Building Unit.
Have the trust of your team and create a culture of continuous improvement. 
	Measure 2: Understand and prepare budgets for the unit including fees and charges. Service is delivered within budget and timeframes. 
Relevant levels of service are consistently maintained, and standards of service delivery are met. 
Customer service requests are responded to within agreed standards and timeframes.
All processes for the team are mapped and regularly reviewed.
	Measure 3: Performance indicators are met in accordance with best practice. 
Understand KPIs and provide stats as and when required. Regularly review progress towards the achievement of the objectives and provide a quarterly report showing progress against the relevant work programs.
Monthly statistics produced and circulated to key stakeholders.
Reports produced for the Council, Committees and Community Boards.  
	Measure 4: Relevant Council, committee and community board meetings have appropriate staff in attendance, recommendations are soundly based and resolutions of meetings are actioned.
	KPI 6: Assess, manage and minimise risk in accordance with the Council’s Risk Management Framework, including championing health and safety culture within the workplace.
	KPI 7: Effectively contribute to the leadership of the Planning, Regulation, and Environment Department and wider organisation.

Establish and maintain collaborative relationships with partners and stakholders in the region.  
	KPI 8: Ensure information and reporting systems are accurate and accessible records are maintained relating to the activities of the Unit meeting the quality requirements as a Building Consent Authority.  

Develop and implement strategies to ensure efficient and effective processes are in place to streamline the consenting process for the customer.
	KPI 9: Ensure that Councils policies, bylaws and statutory responsibilities in respect to building control and similar specified duties are carried out to high standard.

Ensure achievement of ongoing Building Consent Authority accreditation.
	KPI 10: Foster a culture of excellence in technical delivery, innovation, and customer service.
	Measure 6: Risks are regularly assessed, actively managed and minimised, and reported on.

Role model health and safety in the workplace.

Health and safety is central to all undertakings and continuous improvement is actively encouraged.
	Measure 7: Participate effectively in leadership meetings.

Partner willingly with peers and the Council to deliver organisational priorities.

Lead and sponsor collaborative work projects that encourage cross-sector and cross-organisational work.

Ability to lead policy for the unit and industry.
	Measure 8: Be able to interrogate council systems and report effectively.

Ensures all relevant items for the unit are saved correctly within the document management system. Have the ability to access documents when required.

Designated Quality Manager for the Building Consent Authority.
	Measure 9: Prompt, professional, and accurate advice and reporting is provided in a timely manner.

Policies, procedures, and systems are in place, consistently and effectively implemented, in order to perform building control functions.

Ensure staff have appropriate training and competency for post emergency building assessments.
	Measure 10: Seek to resolve non compliance or conflicts by persuasion, negotiation and mediation where possible so as to avoid need for legal procedures.

Excellent oral and written communication skills.

	Specific Education / Qualifications: - Industry training in a regulatory or administrative role with the ability to accurately interpret legislation, legal documents, and policy documents.
- Post graduate degree in Business Management or Building Surveying

	Attributes: - Displays high levels of emotional intelligence and self-awareness.
- Acts with honesty, integrity and trust.
- Operates in a way that fosters commitment and passion and will inspire others to action.
- Displays sound decision-making capabilities and takes accountability for results within their own area.
- Able to perform in a consistent and stable manner, even under pressure.
- A pragmatic and solution-focused approach to problem solving.
- Manages situations requiring diplomacy, empathy, fairness, firmness, and sound judgement
- Able to practice a high level of confidentiality
	Skills: - Excellent staff leadership skills which encourage empowerment, responsibility, and accountability.
- Interpersonal relationship building and employee coaching and development skills.
- Is empathetic and displays active listening skills.   The ability to manage and resolve conflict.
- High level communication skills, including clear report writing.
- Communicates in an open and transparent manner.
- A commitment to a customer centric approach.
- The ability to work effectively with elected Councillors, other Council staff, other professionals and members of the public.
	MinimumEducation: [Technical focus specialisation, Specialist Degree Level 7]
	Experience further information: - Sound knowledge and understanding of New Zealand Standards and related Acts and Regulations as they apply to buildings, including a knowledge of the Building Act 2004, Building Regulations 1992, 2007 and any other relevant legislation and policies.  
- Experience interpreting and applying policies, laws and regulations in LG.
	Experience: [15-20 years]
	MinimumEducationDetail: University Specialist Degree (Bachelor (NZQA Level 7))
	ExperienceDetail: Needs to draw on extensive experience in varied environments, stretching over 15 years.
	Position Description Approved by: Kelly LaValley
	Approved date: 29/11/2024
	Purpose of Position: To ensure the Council efficiently meets its statutory responsibilities and exercises appropriate powers to ensure all existing and new building and utility systems comply with the requirements of the Building Act 2004, Building Regulations 1992, Building Consent Authority Regulations 2006 & Building (Accreditation of Building Consent Authorities) Amendment Regulations 2017.  To provide leadership in the delivery of Building Services; ensuring that compliance activities are delivered to a high standard and aligns to legislation and Council objectives and priorities and in the processes used by the Council, including a clear focus on continuous improvement, managing change and building teams.
To lead a successful team who will work with the Waimakariri Community, Council and employees to establish strong partnerships to build public health and safety.
To provide a customer focused business that looks at the activity through the lens of the customer to ensure that a high level of customer service is provided.
	Responsible to: General Manager Planning, Regulation, and Environment
	Responsible For: Building Unit
	Internal 2: General Manager Planning, Regulation & Environment
ESU Manager, Planning Manager, Development Planning Manager, Building Unit, Chief Executive, Management Team, all other staff, Mayor, Elected Members, Community Board Members
	External 2: Members of the Community, Council's Strategic Partners, Te Ngai Tuahuriri Runanaga, Centeral Government Agencies, Other Local Government Organisations, Contractors to the unit
	Delegated authority: Yes
	Delegated authority limit: 25,000
	Budget responsibility : Yes
	Vetting requirement: no
	Childrens Act: Off
	Core or non-core worker: []
	Position Title: Building Unit Manager
	Location: [Rangiora Service Centre]
	Contract Type: [Permanent]
	Date: November 2024
	Department: [Planning, Regulation & Environment]
	Unit: [Building]
	Team: []


