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Ta matou mauri

Our principles

Our
purpose

Our
vision

Our
values

Our
customer promise

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

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

We will....
Act with integrity, honesty and trust Keep you informed

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

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

Purpose of Position

The Discovery and Digital Coordinator will manage and coordinate the libraries' digital and discovery offerings, such as
our makerspace Tinker Zone, robotics club, code club, and digital gaming. They will lead and enhance the future
direction of digital services and champion digital futures within the libraries and boost digital literacy within our hapori |
community and provide opportunities for community learning and experiential discovery.

This role will mentor and coach the libraries team to gain the knowledge and skills to promote our digital and discovery
offerings, educate our hapori, and offer rich and valuable experiences in both a structured programming setting and as a
day-to-day offering, ensuring digital technology is at the forefront of service delivery.

This role will explore strategic external partnerships and facilitate and lead collaborations and connections with relevant
vendors, local schools, libraries across Aotearoa and beyond to enhance learning, wellbeing, literacy and digital & social
inclusion within the district.

Key Relationships
Responsible to

Team Leader - Learning & Heritage

Responsible for

Library Programme & Discovery Assistant (x2 roles)

Internal External

Libraries Team Digital vendors, suppliers and partners; customers /
Libraries Leadership Team ratepayers; members of the community; Te Ngai Taahuriri
WDC ICT Team RUnanga; school and educational groups; community

All other Council staff groups; media; PLNZ; LIANZA

Is there an approved delegated authority for this role? [¥IYes _ No
If yes, state limit for role $: 5,000

If yes, is this role responsible for that budget? [JYes 0O 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. [¥IYes [ No

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

If yes, this position has been identified as: Non-core worker

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)

User experience

Digital Literacy and Wellbeing

Administration, Communication, Reporting

Programmes, Events and Services

Operational

Measure (successful when)

The customer service experience is enhanced, service
improvements developed, promoted, monitored and reported on,
and a contribution to the day-to-day operations of the libraries is
made.

The library’s customer base grows in number and diversity.
The Council’s values are modeled in all interactions.

Digital skills and competency reflect and keep pace with rapidly
changing public library trends and hapori need.

Hapori are empowered to independently use and harness the
potential of digital technology for lifelong learning, social inclusion,
economic wellbeing, and to pique curiosity.

Promotional communications and media materials, advertising,
and social media communications are delivered to a high
standard.

Data collection and statistical reporting are produced and
delivered in a timely fashion.

Library reports are produced to a high professional standard
within agreed time frames.

Coordination of library programming is collaboratively planned
with internal and external stakeholders and supports our hapori's
learning needs.

Connections are fostered with external delivery partners where
this will add depth to our offering and pique the interest of
non-traditional library users.

All corners of our District are catered to, including outlying
communities.

The leadership team are supported with daily operations, overall
maintenances of library collections, equipment and systems as
required. Operational systems and processes are regularly
reviewed and changes implemented to achieve continual
improvement that reflects the evolution of the discovery and
digital focus area.

Issues with library technology, including hardware are
communicated and resolved promptly. A can-do attitude is
modeled in the face of operational challenges.
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Key Result Areas Continued

KPI (area of responsibility) Measure (successful when)

Relationships and team support The Library's team are supported with professional development
and regular up-skilling opportunities that support promotion of
discovery and digital services.

Staff feel comfortable to be themselves at work and a culture of
embracing diversity is evident. New staff are inducted well and
feel part of the team. Core competencies and professionalism are
modeled. Challenges are dealt with through appropriate channels.

Professional Development 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.

Connections are made with colleagues across libraries, digital
inclusion networks, and external organisations.

Collaboration with stakeholders Collaboration opportunities within Council and with the wider
community are actively sought and close working relationships
are formed to share and grow digital literacy within our hapori.

Community projects are supported with expertise and operational
knowledge in the field of discovery & digital.

Te Ao Maori Te Reo Maori is used appropriately and positively in verbal and
written communications.

Use of Te Reo Maori is respected and encouraged.

Te Ao Maori is considered across digital mediums and
experiences.
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Person Specification

Education/Qualifications
Minimum requirement for the role: National Dip Level 5/ National Cert Level 6 (2-3 year)

Under-graduate Diploma and/or Technical Certificate (please specify)

Specifications and/or
further information:

Full Driver License essential.

Recognised library, teaching, computer science, community learning, or
tertiary qualification in a relevant discipline desired. LIANZA, membership an
advantage.

Knowledge/Experience

Minimum requirement for the role: 3-4 years

Needs to draw on relevant longer-term experience specific to the job and work
demands, acquired over time.

Further information: Experience working with children, youth, and adults across cultures and

backgrounds is essential. Experience designing and developing engaging
learning programmes and events, either in a GLAM setting or related
professions such as education. Knowledge of Te Reo and/or Te Ao Maori and
experience in the education sector.

Attributes

Experience working with industry experts and key stakeholders in Aoteroa's discovery and digital sector
Commitment to ongoing professional development

A strong customer service ethic

Accepts responsibility and is accountable for actions

Focused on continuous improvement and works with a solutions-focused mindset

Takes an organisation-wide perspective

Shares best practice and learnings with teams and community partners

Skills

Highly skilled with using digital technologies; including the ability to effectively troubleshoot and resolve minor issues.
Skills and ability to contribute to the management and future vision of the libraries

Demonstrated methodical approach to organising your mahi, problem-solving and systems administration

Excellent written and oral communication skills, including clear report writing skills, and outstanding oral presentation
skills

Ability to work under pressure and plan to deadlines, either in a team or with minimum supervision

Demonstrated ability to work with others at all levels within the organisation

Ability to develop instructional materials and deliver educational and informative sessions to diverse audiences
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Core Competencies

Taking Ownership

Accepts responsibility Community & Customer
and is accountable Focus
Self for actions. Views actions and services
elf-awareness through our customers eyes.

Understands their
behaviour and its
impact on others.

[ ]

Collaboration

Works r—
proactively
with others.

Shi

O-+-0

Best Value Solutions
Works with a solutions-

focused mindset. Planning & Organising

Coordinates our
resources to best effect.

Being Innovative &

Open & Effective Adaptive
Communication Continuously finds better
People are connected and ways of doing business.

know what is going on.

Key Requirements for all Council Staff

v" Embrace principles contained in Ta Matou Mauri, model the Council’s values and continuously seek
self-improvement regarding our core competencies.

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

v' 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.

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

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

v' Maintain an effective partnership with mana whenua as provided for in our agreements and understandings
between Council and Te Ngai Tuahuriri Rlnanga.

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 ~ Luke Sole Date September 2024
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	TRIM: 231002155381
	KPI: User experience
	KPI 1: Digital Literacy and Wellbeing
	KPI 2: Administration, Communication, Reporting
	KPI 3: Programmes, Events and Services
	KPI 4: Operational 
	Measure: The customer service experience is enhanced, service improvements developed, promoted, monitored and reported on, and a contribution to the day-to-day operations of the libraries is made.

The library’s customer base grows in number and diversity. 
The Council’s values are modeled in all interactions.
	Measure 1: Digital skills and competency reflect and keep pace with rapidly changing public library trends and hapori need.

Hapori are empowered to independently use and harness the potential of digital technology for lifelong learning, social inclusion, economic wellbeing, and to pique curiosity.
	Measure 2: Promotional communications and media materials, advertising,  and social media communications are delivered to a high standard. 

Data collection and statistical reporting are produced and delivered in a timely fashion. 

Library reports are produced to a high professional standard within agreed time frames.
	Measure 3: Coordination of library programming is collaboratively planned with internal and external stakeholders and supports our hapori's learning needs.
Connections are fostered with external delivery partners where this will add depth to our offering and pique the interest of non-traditional library users. 
All corners of our District are catered to, including outlying communities. 
	Measure 4: The leadership team are supported with daily operations, overall maintenances of library collections, equipment and systems as required. Operational systems and processes are regularly reviewed and changes implemented to achieve continual improvement that reflects the evolution of the discovery and digital focus area.
Issues with library technology, including hardware are communicated and resolved promptly. A can-do attitude is modeled in the face of operational challenges.
	KPI 6: Relationships and team support
	KPI 7: Professional Development 
	KPI 8: Collaboration with stakeholders
	KPI 9: Te Ao Māori
	KPI 10: 
	Measure 6: The Library's team are supported with professional development and regular up-skilling opportunities that support promotion of discovery and digital services.

Staff feel comfortable to be themselves at work and a culture of embracing diversity is evident. New staff are inducted well and feel part of the team. Core competencies and professionalism are modeled. Challenges are dealt with through appropriate channels.

	Measure 7: 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.

Connections are made with colleagues across libraries, digital inclusion networks, and external organisations.
	Measure 8: Collaboration opportunities within Council and with the wider community are actively sought and close working relationships are formed to share and grow digital literacy within our hapori. 

Community projects are supported with expertise and operational knowledge in the field of discovery & digital. 
	Measure 9: 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 digital mediums and experiences.
	Measure 10: 
	Specific Education / Qualifications: Full Driver License essential.
Recognised library, teaching, computer science, community learning, or tertiary qualification in a relevant discipline desired. LIANZA, membership an advantage.
	Attributes: Experience working with industry experts and key stakeholders in Aoteroa's discovery and digital sector 
Commitment to ongoing professional development
A strong customer service ethic
Accepts responsibility and is accountable for actions
Focused on continuous improvement and works with a solutions-focused mindset
Takes an organisation-wide perspective
Shares best practice and learnings with teams and community partners

	Skills: Highly skilled with using digital technologies; including the ability to effectively troubleshoot and resolve minor issues.
Skills and ability to contribute to the management and future vision of the libraries
Demonstrated methodical approach to organising your mahi, problem-solving and systems administration
Excellent written and oral communication skills, including clear report writing skills, and outstanding oral presentation skills
Ability to work under pressure and plan to deadlines, either in a team or with minimum supervision
Demonstrated ability to work with others at all levels within the organisation
Ability to develop instructional materials and deliver educational and informative sessions to diverse audiences
	MinimumEducation: [National Dip Level 5 / National Cert Level 6 (2-3 year)]
	Experience further information: Experience working with children, youth, and adults across cultures and backgrounds is essential. Experience designing and developing engaging learning programmes and events, either in a GLAM setting or related professions such as education. Knowledge of Te Reo and/or Te Ao Māori and experience in the education sector.
	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: September 2024
	Position Title: Libraries Discovery and Digital Coordinator
	Location: [District Libraries]
	Contract Type: [Permanent]
	Date: 13/03/2025
	Department: [Community & Recreation]
	Unit: [Libraries]
	Team: [Learning & Heritage]
	Purpose of Position: The Discovery and Digital Coordinator will manage and coordinate the libraries' digital and discovery offerings, such as our makerspace Tinker Zone, robotics club, code club, and digital gaming. They will lead and enhance the future direction of digital services and champion digital futures within the libraries and boost digital literacy within our hapori | community and provide opportunities for community learning and experiential discovery. 
This role will mentor and coach the libraries team to gain the knowledge and skills to promote our digital and discovery offerings, educate our hapori, and offer rich and valuable experiences in both a structured programming setting and as a day-to-day offering, ensuring digital technology is at the forefront of service delivery.
This role will explore strategic external partnerships and facilitate and lead collaborations and connections with relevant vendors, local schools, libraries across Aotearoa and beyond to enhance learning, wellbeing, literacy and digital & social inclusion within the district.
	Responsible to: Team Leader - Learning & Heritage
	Responsible For: Library Programme & Discovery Assistant (x2 roles)
	Internal 2: Libraries Team
Libraries Leadership Team
WDC ICT Team
All other Council staff 
	External 2: Digital vendors, suppliers and partners; customers / ratepayers; members of the community; Te Ngāi Tūāhuriri Rūnanga; school and educational groups; community groups; media; PLNZ; LIANZA
	Delegated authority: Yes
	Delegated authority limit: 5,000
	Budget responsibility : no
	Vetting requirement: Yes
	Childrens Act: Yes
	Core or non-core worker: [Non-core worker]


