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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.



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)
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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: 250317044039
	KPI: Community Experience
	KPI 1: User Experience
	KPI 2: Planning & Delivery
	KPI 3: Respect and encourage the use and understanding of Te Reo and Te Ao Māori among the Library Team and community.
	KPI 4: Professional Development
	Measure: Hapori experiences of Waimakariri Libraries are enhanced by opportunities to experience library events and programming in a way that promotes social inclusion, literacy, and learning in our community.

The reputation of Waimakariri Libraries as a place for people of all ages and backgrounds to discover and explore.
	Measure 1: Library users, staff and the community have positive interactions with each other.

All members of our hapori feel a sense of belonging in the library space and are provided with opportunities for lifelong learning, social interaction, and meaningful connection with others.
	Measure 2: Well-planned programmes and events offer engaging and innovative opportunities to encourage use of libraries and nurture a lifelong love for learning, literacy and libraries.

Evidence of the impact of library offerings is measured and reported to a high standard. 

Connecting our hapori with physical and digital offerings that are relevant, engaging, and reflect the interests of our hapori. 
	Measure 3: Te Reo Māori is used appropriately and positively in verbal and written communications.

Use of Te Reo Māori is respected and encouraged.

Te Ao Māori is considered across collections, eLibrary, and experiences.
	Measure 4: Active discussion of professional trends and developments, and how we might implement them to benefit our community, is encouraged within the Libraries Team. Direct implementation is evident so that our library services remain future-focused and reflect community need. 

Self-directed learning and up-skilling is evident and supports an innovative approach to best practice delivery. Active participation in relevant professional associations is maintained. 
	KPI 6: Team Culture
	KPI 7: Management and Accountability
	KPI 8: Foster and effectively manage connections, partnerships and relationships with the community
	KPI 9: Undertake other duties and special projects, as agreed with the Libraries Leadership Team, when required
	KPI 10: 
	Measure 6: Staff feel comfortable to be themselves at work and a culture of embracing diversity is evident among the team. 

Libraries are recognised as spaces that champion diversity and where all members of the community are welcome and respected.

Regular communication is maintained within the team.
	Measure 7: Allocated budgets are managed in accordance with Council expectations.

Service evaluations and reporting demonstrate the impact of services and spaces on our communities.

The Libraries' customer base grows in number and diversity.
	Measure 8: Strong, thriving, and impactful connections and partnerships are evident with local schools, businesses, and community groups.

Evidence of the impact of connections is measured and reported on to a high standard.
	Measure 9: Other duties and special projects are completed within agreed time frames and to a high standard. A degree of flexibility and adaptability is demonstrated.
	Measure 10: 
	Specific Education / Qualifications: Full Driver License essential.
Recognised library qualification, teaching or tertiary qualification preferred.
3-4 years relevant and current work experience in New Zealand public libraries or a related field.
	Attributes: Proactive, self-motivated people person, with excellent communication skills and digital skills.
High level of integrity and accountability.
Actively enhances the mana of te reo Māori through incorporating the language and pronouncing it with care.
Champions innovation by provoking change and pursuing possibilities to grow and improve.
Innovative and tech savvy with a strong sense of personal responsibility for continual professional development.
Ability and stamina to carry out the physical aspects of the job in a safe manner. 

	Skills: Strong current awareness of, and keen interest in modern libraries.
Continuous improvement approach with a mindset to thrive and inspire others in a changing community-focused environment.
Highly developed time management and organisational skills
Evidence of high oral and written communication skills, including data collection, presentation and report writing.
Mindset to build powerful partnerships by expanding networks to accomplish shared goals for our district.
Ability to work with others at all levels within the organisation.
	MinimumEducation: [National Dip Level 5 / National Cert Level 6 (2-3 year)]
	Experience further information: A deep understanding and passion for the work and potential of future-focused public libraries to serve communities equitably, nurture literacy and lifelong learning, and contribute to community wellbeing is required. 
	Experience: [3-4 years]
	MinimumEducationDetail: Under-graduate Diploma and/or Technical Certificate (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: Luke Sole
	Approved date: March 2025
	Purpose of Position: The Assistant Librarian serves as a driving force behind our libraries' commitment to providing exceptional collections, content, experiences, and services to our hapori | community members and may have responsibility for:
- Coordinating and managing the procurement and curation of print and digital content, and resources for people of all backgrounds, ages, and reading abilities in the Waimakariri.  
- Ensuring high-quality and engaging Aotearoa-relevant collections, engagement, and learning opportunities are accessible and distributed equitably within Waimakariri Libraries.
- Ensuring allocated budget is spent responsibly and is transparently accounted for.
- Contributing to innovative planning, coordination, and delivery of programming, promotion and events for our hapori that play a vital role in fostering a lifelong and generational love for learning, literacy, and libraries.
- Dynamically steering the direction of programme and operations and service advancements for our hapori, drawing insights from evolving trends within libraries and the rapid emergence of new technologies.
	Responsible to: Libraries, Team Leader - 
	Responsible For: Nil
	Internal 2: Libraries Leadership Team, Collections Team, Community & Culture Team, Operations Team, Learning & Heritage Team, other WDC teams as required
	External 2: Customers / Ratepayers
Colleagues across the library and information sectors
Members of the Community
Te Ngāi Tūāhuriri Rūnanga
Elected members
	Delegated authority: Yes
	Delegated authority limit: 5,000
	Budget responsibility : no
	Vetting requirement: Yes
	Childrens Act: no
	Core or non-core worker: []
	Position Title: Assistant Librarian
	Location: [District Libraries]
	Contract Type: [Permanent]
	Date: 14/02/2025
	Department: [Community & Recreation]
	Unit: [Libraries]
	Team: [Learning & Heritage]


