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Project Manager / Business Analyst

Location

Rangiora Service Centre

Contract Type

Fixed

Date

26/08/24
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Finance & Business Support

Unit

Information & Technology Services

Team

Business & Technology Solutions
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Aquatic Facilities
Greenspace
Libraries
Community ¢

Regeneration @

Property
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Finance & Business Support

Governance
Information & Technology Services
Finance

Customer Services (4

Strategy, Engagement,

Planning, Regulation
Development & HR & Environment
Health Safety & Wellbeing

Human Resources

Economic Development

Communications & Engagement
Strategy & Business
Emergency Management

Building
Plan Implementation
Environmental Services
Development Planning
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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.

@) WAIMAKARIRI

DISTRICT COUNCIL
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waimakariri.govt.nz



Position Details

Purpose of Position

A Project Manager with communication and business analysis skills plays a crucial role in delivering modules within a a
larger programme of work. This position will be responsible for coordinating all aspects of the assigned deliverable,
including planning, risk management, and stakeholder engagement, to ensure that the modules are delivered on time
and within scope. Using strong communication abilities will enable the effective gathering and clearly defined business
requirements, management of change, and will keep all stakeholders informed and aligned throughout the project.

Additionally, business analysis expertise will allow the understanding of Councils needs, translating those into functional
specifications, and ensuring that peripheral applications are configured and tested to meet the needs of the key
stakeholders. This position will also be key in facilitating cross-functional collaboration and supporting user training and
adoption.

Key Relationships

Responsible to

CES Programme Manager

Responsible for

Nil

Internal External

Manager, Finance and Business Support Councillors / Committee Members
Chief Information Officer, Programme Manager, Community / Ward Advisory Boards
Senior Project Manager, Change Manager Members of the Community
Business Managers and Team Leaders External Consultants & Contractors

Other Council staff, as required

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? [JYes [INo

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? [ lYes [INo

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)

Project Management:

Development of detailed project plans and timelines, to ensure
that the solutions are delivered on time and within scope.

Coordinate activities with cross-functional teams to ensure project
milestones are met.

Risk Management:

Identify potential risks and develop mitigation strategies ensuring
that they are actioned in a timely manner

Business Analysis:

Gain an understanding of the business processes and
requirements, ensuring that the solutions are aligned with WDC
goals and outcomes.

Business Analysis:

Gathering of requirements from various stakeholders, ensuring
that the solutions meet business needs.

Effective Communication:

Strong communication skills that effectively gather requirements
from various stakeholders, ensuring that solutions meet the
business and ERP Programme delivery needs.

Serve as the primary point of contact between the Programme
Delivery team, business stakeholders, and external vendors,
ensuring clear and consistent communication.

Measure (successful when)

Delivery of requirements are within agreed timeline, budget and
scope.

Milestones met or re-baselined as necessary.

Risk register established and reviewed on a regular basis.

Corrective actions carried out to ensure risks are minimised.

Agreed business requirements implemented as signed-off by key
stakeholders.

Customer sign off that deliverables are fit for purpose

Clear,and agreed requirements are delivered in line with
programme expectations

Regular meetings with key stakeholders to ensure all parties are
in agreement with potential, or actual, deliverables
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Key Result Areas Continued

KPI (area of responsibility) Measure (successful when)

Cross-Functional Collaboration: Successful outcomes of the ERP programme are met through

collaborating with different teams.
Facilitation of meetings for, and collaboration with, different teams

(e.g., Human Resources, IT and the ERP Programme delivery
Team to ensure successful outcomes.

Configuration: Configurations meets key stakeholders expectations.

Provide advice and assist the key stakeholder(s) to correctly
configure the target solution(s) in kine with the desired outcomes.
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Person Specification

Education/Qualifications
Minimum requirement for the role: Applied/Honours/Conjoint Degree (eg: CA, BSc, BCom, LLB, BN)

University Specified Degree (MrsterisxBegreeX

Specifications and/or

. . Bachelor's degree in Business Administration, Information Technology or
further information:

equivalent degree or computing diploma and 5 years relevant experience, or 8
years of relevant work experience is required.

Knowledge/Experience

Minimum requirement for the role: 5-6 years

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

Further information: PMP or PRINCE?2 certification

Experience with ERP systems (e.g., SAP, Oracle, Microsoft Dynamics)
Knowledge of change management principles and practices
Experiance with Vendor Management would be useful.

Attributes

Strong analytical skills to understand complex business processes and translate them into system requirements
Excellent verbal and written communication skills to effectively interact with stakeholders at all levels

Proactive in identifying issues and finding innovative solutions

Flexible to adapt to changing project requirements and and environments

Meticulous in ensure all aspects of the project are thoroughly planned and executed

Strong team player who can work effectively with cross-functional teams

Ability to manage multiple tasks and prioritise effectively to meet deadlines

Familiarity with ERP systems and related technologies is desired

Skills

Able to analyse situations and make informed decisions
Excellent problem-solving and analytical skills.

Strong attention to detail.

Ability to work in a team, or individually as required
Effective communication skills.
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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  Andy Keiller Date 13/09/2024
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	Internal 2: Manager, Finance and Business Support
Chief Information Officer, Programme Manager,
Senior Project Manager, Change Manager
Business Managers and Team Leaders
Other Council staff, as required
	Responsible to: CES Programme Manager
	Responsible For: Nil
	Purpose of Position: A Project Manager with communication and business analysis skills plays a crucial role in delivering modules within a a larger programme of work. This position will be responsible for coordinating all aspects of the assigned deliverable, including planning, risk management, and stakeholder engagement, to ensure that the modules are delivered on time and within scope. Using strong communication abilities will enable the effective gathering and clearly defined business requirements, management of change, and will keep all stakeholders informed and aligned throughout the project.

Additionally, business analysis expertise will allow the understanding of Councils needs, translating those into functional specifications, and ensuring that peripheral applications are configured and tested to meet the needs of the key stakeholders. This position will also be key in facilitating cross-functional collaboration and supporting user training and adoption.
	External 2: Councillors / Committee Members
Community / Ward Advisory Boards
Members of the Community
External Consultants & Contractors

	TRIM: 240904150552
	Delegated authority: no
	Budget responsibility : Off
	Delegated authority limit: 
	Vetting requirement: no
	Childrens Act: Off
	Core or non-core worker: []
	KPI: Project Management:

Development of detailed project plans and timelines, to ensure that the solutions are delivered on time and within scope.

Coordinate activities with cross-functional teams to ensure project milestones are met.

	KPI 1: Risk Management: 

Identify potential risks and develop mitigation strategies ensuring that they are actioned in a timely manner


	KPI 2: Business Analysis:

Gain an understanding of the business processes and requirements, ensuring that the solutions are aligned with WDC goals and outcomes.

	KPI 3: Business Analysis:

Gathering of requirements from various stakeholders, ensuring that the solutions meet business needs.
	KPI 4: Effective Communication:

Strong communication skills that effectively gather requirements from various stakeholders, ensuring that solutions meet the business and ERP Programme delivery needs.

Serve as the primary point of contact between the Programme Delivery team, business stakeholders, and external vendors, ensuring clear and consistent communication.
	Measure: 

Delivery of requirements are within agreed timeline, budget and scope.

Milestones met or re-baselined as necessary.
	Measure 1: 

Risk register established and reviewed on a regular basis.

Corrective actions carried out to ensure risks are minimised.

	Measure 2: 

Agreed business requirements implemented as signed-off by key stakeholders.
	Measure 3: 

Customer sign off that deliverables are fit for purpose
	Measure 4: 

Clear,and agreed requirements are delivered in line with programme expectations



Regular meetings with key stakeholders to ensure all parties are in agreement with potential, or actual, deliverables
	KPI 6: Cross-Functional Collaboration: 

Facilitation of meetings for, and collaboration with, different teams (e.g., Human Resources, IT and the ERP Programme delivery Team to ensure successful outcomes.

	KPI 7: Configuration:

Provide advice and assist the key stakeholder(s) to correctly configure the target solution(s) in kine with the desired outcomes.
	KPI 8: 
	KPI 9: 
	KPI 10: 
	Measure 6: Successful outcomes of the ERP programme are met through collaborating with different teams.
	Measure 7: Configurations meets key stakeholders expectations.
	Measure 8: 
	Measure 9: 
	Measure 10: 
	Specific Education / Qualifications: Bachelor's degree in Business Administration, Information Technology or equivalent degree or computing diploma and 5 years relevant experience, or 8 years of relevant work experience is required.
	Attributes: Strong analytical skills to understand complex business processes and translate them into system requirements
Excellent verbal and written communication skills to effectively interact with stakeholders at all levels
Proactive in identifying issues and finding innovative solutions
Flexible to adapt to changing project requirements and and environments
Meticulous in ensure all aspects of the project are thoroughly planned and executed
Strong team player who can work effectively with cross-functional teams
Ability to manage multiple tasks and prioritise effectively to meet deadlines
Familiarity with ERP systems and related technologies is desired
	Skills: Able to analyse situations and make informed decisions
Excellent problem-solving and analytical skills.
Strong attention to detail.
Ability to work in a team, or individually as required
Effective communication skills.

	MinimumEducation: [Applied/Honours/Conjoint Degree (eg: CA, BSc, BCom, LLB, BN)]
	Experience further information: PMP or PRINCE2 certification
Experience with ERP systems (e.g., SAP, Oracle, Microsoft Dynamics)
Knowledge of change management principles and practices
Experiance with Vendor Management would be useful.
	Experience: [5-6 years]
	MinimumEducationDetail: University Specified Degree (Master’s Degree)
	ExperienceDetail: Needs to draw on relevant longer-term experience specific to the job and work demands, acquired over time.
	Position Description Approved by: Andy Keiller
	Approved date: 13/09/2024
	Position Title: Project Manager / Business Analyst
	Location: [Rangiora Service Centre]
	Contract Type: [Fixed]
	Date: 26/08/24
	Department: [Finance & Business Support ]
	Unit: [Information & Technology Services]
	Team: [Business & Technology Solutions]


