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Community & Recreation 

Aquatic Facilities
Greenspace

Libraries
Community

Regeneration
Property

Strategic Projects  Planning, Regulation 
& Environment

Building
Plan Implementation

Emergency Management
Environmental Services
Development Planning

Utilities & Roading 

3 Waters
Project Delivery Unit

Roading
Solid Waste
Water Unit

Strategy, Engagement, 
Economic Development

Communications & Engagement
Strategy & Business

Finance & Business Support

Governance 
Information & Technology Services

Finance
Customer Services

Quality & Risk

Chief Executive

Organisational 
Development & HR 

Health Safety & 
Wellbeing

Human Resources 
Payroll



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
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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

Knowledge / Experience

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.


	Position Title: Building Consent Officer
	Team: [Building Consent]
	Unit: [Building]
	Contract Type: [Permanent]
	Location: [Rangiora Service Centre]
	Department: [Planning, Regulation & Environment]
	Date: June 2022
	Internal 2: Development Planning Manager
Development Manager
Project Delivery Unit Manager
Three Waters Manager
Building Unit Manager
Building Inspectors
Building Administration team
Compliance & Enforcement team
Environmental Services team
Business & Centres Manager
Subdivision Engineers
Property Information Officers
Planning Implementation Unit
Mayor
Elected Members
Community Board Members
	Responsible to: Residential or Commercial Building Consent Team Leader
	Responsible For: NIL
	Purpose of Position: To process building consent applications in a manner which is consistent with the BCA quality assurance system and in accordance with the Building Act 2004, The Building Code, Building Regulations 1992 and any other Acts, Regulations and Standards related to the construction and control of buildings and their uses.
	External 2: Te Ngai Tuahuriri Runanga
Environment Canterbury
Neighbouring Councils
Public
Consultants
Engineers
Designers
Architects
Contractors
	TRIM: 180528058656
	KPI: Granted applications comply fully with The NZ Building Code, Building Act 2004, New Zealand & Australian standards and manufacturer's specifications.
	KPI 1: Maintain accurate records of the status of applications assigned to you.
	KPI 2: Chargeable percentages are maintained within budget expectations.

	KPI 3: Ensure consents granted are within internal and statutory goals.
	KPI 4: Have a working knowledge of the BCA Quality Management System and Council’s policies, procedures and delegations.
	KPI 5: Provide information on the NZ Building Code, Building Act 2004, NZ & Australian standards and manufacturer's specifications in a way that enhances engagement with customers.

Communicate effectively with all customers and/or their agents.
	Measure: Technical decisions are logical, clearly explained and verifiable
Customer complaints are only minor.

Technical audit reviews show no significant errors of judgment or patterns of error.

	Measure 1: Status of applications are up to date.

Feedback from customers in respect of communication of the status of their application is seen as positive by customers.
	Measure 2: ≥62% of available time which equates to 5.0 billable hours per day.
	Measure 3: 0% > 20 days.

≤15% outside 15 days, Average days lapsed 11 days.
	Measure 4: Meaningful participation in the ongoing development of the BCA
Quality Management System.

Zero conflict with Councils policies, procedures and delegations.

	Measure 5: Provide information on building matters which is appropriate, accurate and timely, having regard to the knowledge and experience of the customer, general public, tradespeople, professional persons.

Communication is polite & courteous at all times.
	KPI 6: Adopt and promote a 'One Team Approach' to successful service delivery.
	KPI 7: Take responsibility for your professional development.

Maintain and manage your annual competency as specified in the Building (Accreditation of Building Consent Authorities) Regulations 2006.

Source and complete agreed training programmes.
	KPI 8: Carry out Rapid Building Assessments as required 
	KPI 9: 
	KPI 10: 
	KPI 11: 
	Measure 6: Timely and regular communication with Inspection &
administrative staff occurs.

Consistently deliver Councils customer promise - We will be professional, approachable and solutions focused.
	Measure 7: Pro-actively seek professional development opportunities as and when necessary.

Collate and provide evidence of competency annually, or earlier if required.

Record evidence of training in Mango.
	Measure 8: A customer-friendly assessment of the structural integrity and safety rating of buildings/structures affected by the emergency is completed in a safe and timely manner.

All assessments align with building industry codes and
standards, such as rapid assessment protocols
	Measure 9: 
	Measure 10: 
	Measure 11: 
	Essential Knowledge / Experience: Essential
- 10 Years experience in the building industry
- 3 years experience in a Building Consent Authority
- Experienced and competent in residential R1-R3 &/or commercial C1-C3
- An ability to read, interpret and communicate legislation and technical documents in layman terms
Desirable
- Experience in local government or other legislative based organisation
- Well rounded life experience with the ability to understand and be empathic to other viewpoints.
	Education / Qualifications: Essential
-  Requires 4-5 years secondary schooling with a further full time study for 2-3 years in a technical or specialised field.
-  A Regulation 18 qualification as specified in the Accreditation of Building Consent Authorities Amendment Regulations 2017, or a willingness to work towards a Regulation 18 qualification.
Desirable
- Valid competency assessment, if appropriate.
- A trade qualification or a Tertiary qualification in architectural design, project management, quantity surveying, construction management.
 - Building Emergency Management Tier 2 assessor approved by MBIE.
	Essential Attributes: - Understands own behavior and its impacts on others.
- Accepts responsibility and is accountable for actions.
- Works pro-actively and collaboratively with others and engages positively with decision makers and stakeholders.
- Politically neutral, astute and is diplomatic with awareness of sensitivities in a political environment 
- Works with a solutions-focused mindset and a strong customer service ethic.
- Ensures activities are delivered to a good standard and within agreed time frames.
- Commitment to process and business improvement, including sharing best practice and learnings across own team / organisation.
- Takes an organisation wide perspective.
	Essential Skills: - Exhibits contemporary knowledge of building regulatory framework
- Demonstrates effective personal communications, public speaking, coaching, and mentoring skills.
- High level of oral and written communication skills, including clear report writing skills and presentation skills.
- Strong organisational skills and attention to detail and processes.
- Able to work under pressure whilst ensuring continual consultation with internal and external stakeholders.
- An ability to interpret trends in the regulatory framework
- High level of computer literacy with the ability to quickly adapt to new software and systems. 
	Position Description Approved by: Warren Taylor
	Approved date: June 2022


