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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 Planning Administration Officer is responsible for providing administrative support to the Resource Consent Team,
and assisting the Council and Unit, to meet its statutory obligations under the Resource Management Act 1991, Local
Government Act 2002, policies and bylaws.

The role is critical in delivering high quality customer service, both internally and externally, and ensuring time-frames,
office systems and standards are maintained to a high level that allows for the ready retrieval of documents and other

information.

This role will actively demonstrate Ta Matou Mauri principles, ensure all outputs are of a high standard and show a
commitment to continuous improvement initiatives.

Key Relationships

Responsible to

Planning Administration Team Leader

Responsible for

N/A

Internal External

Plan Implementation Unit members; Development Mahaahui Kurataiao Ltd; ECAN; Neighbouring Councils;
Planning Unit members; Environmental Services Unit Engineers; Designers; Architects; Contractors; Elected
members; Building Unit members; Project Delivery Unit Members; Community Board Members; Members of the
members; Customer Services Contact Team members; Public

Roading Unit members

Is there an approved delegated authority for this role? [ IYes 0 No
If yes, state limit for role $:

If yes, is this role responsible for that budget? [JYes _ 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 [0 No

If yes, does this role fall under the Childrens Act 2014? [IYes | 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.
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Key Result Areas

KPI (area of responsibility)

Provide administrative support to the Resource Consent Team
including, but not limited to Resource Consent application setup,
public notifications, private plan change applications, setting up
monitoring files. organising public hearings, invoicing,issue of
decision letters and tasks related to the day to day support of the
team.

To maintain effective electronic and record management systems
for resource consent records within Councils record system.

To maintain information and reporting systems for tracking and
monitoring applications and enabling quick and effective access
to information and to assist in completing the National Monitoring
System (NMS) database.

To liaise with applicants / agents.

To respond to public enquiries about administration issues
relating to land use, subdivision processes, other District Plan
matters, s223 and s224c certification subdivision processes,
consent notices, revocation certificates and other related matters.

Meeting management, including scheduling, arranging resources,
taking minutes, production and circulation of agendas, minutes
and other key material to both internal and external participants.

Distribute and follow up on any meetings actions/ outcomes.

Undertake and assist with other tasks as necessary i.e. provide
information, reports or services, requested by the Planning
Manager, Planning Administration Team Leader or Resource
Consents Team Leader.

Measure (successful when)

All material is of a high quality, meets Council Standards and
reaches target audiences in agreed time frames.

Consistently demonstrate an appreciation of the customer and
communication needs of a wider variety of stakeholders whilst
effectively assisting the members of the Unit in their various roles.
Decisions are issued within 24 hours of receipt from a delegated
planner.

Information is available and up to date.

Relevant systems are set up and reviewed regularly to ensure
they are fit for purpose.

Filing systems are up to date and maintained on a regular basis.
To ensure the NMS return contains accurate and up to date
information.

There is prompt action and satisfactory resolution of enquiries,
complaints or problems.

There is consistent demonstration of an appreciation of the
customer and communication needs of a wide variety of
stakeholders.

Meetings are organised in a timely fashion. Agendas are
distributed on time. Meeting minutes are of a high quality,
accurate and reflect the discussions undertaken and distributed in
agreed time frames.

All arrangements associated with meetings are appropriate to
ensure the meeting outcomes are achieved.

Reports and/or information are supplied within agreed time
frames or as requested.
A degree of flexibility and adaptability demonstrated.
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Key Result Areas Continued

KPI (area of responsibility) Measure (successful when)
To actively participate in the continuous review of operational Processes are well documented and reviewed regularly to ensure
processes and procedures to enhance services and create best practice and customer service innovation is promoted.
opportunities to encourage efficiencies.

To agree with the Planning Administration Team Leader an There is a clear, concise work plan for each year.
annual individual work plan, and to achieve the plan
requirements.

To ensure personal technical knowledge and skills are kept upto  Reading of relevant literature and information. Participation in
date to enable the continuation of an effective planning

team / external discussions on planning matters.
department and contribution to the Council. IT skills are up to date.

To actively participate as a member of project groups,

Keep abreast of project progress, effective liaison and
contributing to the project goals and objectives.

cooperation with all team members.
Keep team members up to date where appropriate.
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Person Specification

Education/Qualifications

Minimum requirement for the role: National Certificate Level 4

Trade/occupation-related certificate or equivalent (please specify)

Specifications and/or

. . Related tertiary qualification, such as a Level 4 certificate - e.g New Zealand
further information:

Certificate in Business (Administration and Technology) or 5 years secondary
schooling with further study for 1-2 years in a technical or specialised field or;
minimum of 3 years’ experience in a similar role or demonstrated capacity
through a related role to perform the functions of this role with minimal training.

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: At least 5 years’ experience working in office administration in a large

organisation. A good understanding of the regulatory frame work. Good overall
knowledge of planning policies and procedures. Computer literate with
software proficiency covering a variety of applications. A good understanding
of the maintenance of records, filing systems and other information systems.

Attributes

Engages with colleagues and members of the public in a respectful manner.Good collaborator who encourages creativity
and growth within the team. An ability to work around issues and resolve conflict through communication and negotiation
skills. A high level of integrity and honesty and the ability to remain professional in difficult situations. Works willingly with
others and shares best practice and learnings across own team/organisation. Demonstrates ability to organise and
prioritise busy workloads. A demonstrated commitment to quality customer service and continuous process
improvement. Self — motivated with initiative.

Skills

Planning, organisational, time management and problem solving skills. Able to communicate clearly, openly and
concisely through all forms of media. Is a good listener and able to remain professional at all times. Good public relation
skills to enable successful communication with people from all sectors of the community. Accurate and concise record
keeping, with a strong attention to detail. Relationship building — establishes a productive, cooperative and inclusive
environment with others. High level of computer literacy with the ability to quickly adapt to new software and systems. Is
able to co-ordinate internal staff and external contractors to work together in a collaborative manner. Resilience and
ability to cope under pressure. Capability to work independently or within a team environment.
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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 ~ \Wendy Harris Date March 2025
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	TRIM: 210518079032
	KPI: Provide administrative support to the Resource Consent Team including, but not limited to Resource Consent application setup, public notifications, private plan change applications, setting up monitoring files. organising public hearings, invoicing,issue of decision letters and tasks related to the day to day support of the team.
	KPI 1: To maintain effective electronic and record management systems for resource consent records within Councils record system.
To maintain information and reporting systems for tracking and monitoring applications and enabling quick and effective access to information and to assist in completing the National Monitoring System (NMS) database.
	KPI 2: To liaise with applicants / agents.
To respond to public enquiries about administration issues relating to land use, subdivision processes, other District Plan matters, s223 and s224c certification subdivision processes, consent notices, revocation certificates and other related matters.
	KPI 3: Meeting management, including scheduling, arranging resources, taking minutes, production and circulation of agendas, minutes and other key material to both internal and external participants.

Distribute and follow up on any meetings actions/ outcomes.
	KPI 4: Undertake and assist with other tasks as necessary i.e. provide information, reports or services, requested by the Planning Manager, Planning Administration Team Leader or Resource Consents Team Leader.
	Measure: All material is of a high quality, meets Council Standards and reaches target audiences in agreed time frames.
Consistently demonstrate an appreciation of the customer and communication needs of a wider variety of stakeholders whilst effectively assisting the members of the Unit in their various roles. 
Decisions are issued within 24 hours of receipt from a delegated planner.

	Measure 1: Information is available and up to date.
Relevant systems are set up and reviewed regularly to ensure they are fit for purpose.
Filing systems are up to date and maintained on a regular basis.
To ensure the NMS return contains accurate and up to date information.
	Measure 2: There is prompt action and satisfactory resolution of enquiries, complaints or problems.  
There is consistent demonstration of an appreciation of the customer and communication needs of a wide variety of stakeholders.
	Measure 3: Meetings are organised in a timely fashion. Agendas are distributed on time. Meeting minutes are of a high quality, accurate and reflect the discussions undertaken and distributed in agreed time frames.

All arrangements associated with meetings are appropriate to ensure the meeting outcomes are achieved.
	Measure 4: Reports and/or information are supplied within agreed time frames or as requested.
A degree of flexibility and adaptability demonstrated.
	KPI 6: To actively participate in the continuous review of operational processes and procedures to enhance services and create opportunities to encourage efficiencies.
	KPI 7: To agree with the Planning Administration Team Leader an annual individual work plan, and to achieve the plan requirements.

	KPI 8: To ensure personal technical knowledge and skills are kept up to date to enable the continuation of an effective planning department and contribution to the Council.
	KPI 9: To actively participate as a member of project groups, contributing to the project goals and objectives.
	KPI 10: 
	Measure 6: Processes are well documented and reviewed regularly to ensure best practice and customer service innovation is promoted. 
	Measure 7: There is a clear, concise work plan for each year.
	Measure 8: Reading of relevant literature and information.  Participation in team / external discussions on planning matters.
IT skills are up to date.
	Measure 9: Keep abreast of project progress, effective liaison and cooperation with all team members.
Keep team members up to date where appropriate.
	Measure 10: 
	Specific Education / Qualifications: Related tertiary qualification, such as a Level 4 certificate - e.g New Zealand Certificate in Business (Administration and Technology) or 5 years secondary schooling with further study for 1-2 years in a technical or specialised field or; minimum of 3 years’ experience in a similar role or demonstrated capacity through a related role to perform the functions of this role with minimal training.
	Attributes: Engages with colleagues and members of the public in a respectful manner.Good collaborator who encourages creativity and growth within the team. An ability to work around issues and resolve conflict through communication and negotiation skills. A high level of integrity and honesty and the ability to remain professional in difficult situations. Works willingly with others and shares best practice and learnings across own team/organisation. Demonstrates ability to organise and prioritise busy workloads. A demonstrated commitment to quality customer service and continuous process improvement. Self – motivated with initiative. 
	Skills: Planning, organisational, time management and problem solving skills. Able to communicate clearly, openly and concisely through all forms of media. Is a good listener and able to remain professional at all times. Good public relation skills to enable successful communication with people from all sectors of the community. Accurate and concise record keeping, with a strong attention to detail. Relationship building – establishes a productive, cooperative and inclusive environment with others. High level of computer literacy with the ability to quickly adapt to new software and systems. Is able to co-ordinate internal staff and external contractors to work together in a collaborative manner. Resilience and ability to cope under pressure. Capability to work independently or within a team environment.
	MinimumEducation: [National Certificate Level 4]
	Experience further information: At least 5 years’ experience working in office administration in a large organisation. A good understanding of the regulatory frame work. Good overall knowledge of planning policies and procedures. Computer literate with software proficiency covering a variety of applications. A good understanding of the maintenance of records, filing systems and other information systems.
	Experience: [5-6 years]
	MinimumEducationDetail: Trade/occupation-related certificate or equivalent (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: Wendy Harris
	Approved date: March 2025
	Purpose of Position: The Planning Administration Officer is responsible for providing administrative support to the Resource Consent Team, and assisting the Council and Unit, to meet its statutory obligations under the Resource Management Act 1991, Local Government Act 2002, policies and bylaws.

The role is critical in delivering high quality customer service, both internally and externally, and ensuring time-frames, office systems and standards are maintained to a high level that allows for the ready retrieval of documents and other information.

This role will actively demonstrate Tā Mātou Māuri principles, ensure all outputs are of a high standard and show a commitment to continuous improvement initiatives. 
	Responsible to: Planning Administration Team Leader
	Responsible For: N/A
	Internal 2: Plan Implementation Unit members; Development Planning Unit members; Environmental Services Unit members; Building Unit members; Project Delivery Unit members; Customer Services Contact Team members; Roading Unit members
	External 2: Mahaahui Kurataiao Ltd; ECAN; Neighbouring Councils;
Engineers; Designers; Architects; Contractors; Elected Members; Community Board Members; Members of the Public
	Delegated authority: no
	Delegated authority limit: 
	Budget responsibility : Off
	Vetting requirement: no
	Childrens Act: Off
	Core or non-core worker: []
	Position Title: Planning Administration Officer
	Location: [Rangiora Service Centre]
	Contract Type: [Permanent]
	Date: March 2025
	Department: [Planning, Regulation & Environment]
	Unit: [Planning]
	Team: [Planning Administration]


