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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



Waimakariri District Council Position Description - 

Key Result Areas

KPI (area of responsibility) Measure (successful when)



Waimakariri District Council Position Description - 

Key Result Areas Continued

KPI (area of responsibility) Measure (successful when)
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Person Specification

Education / Qualifications

Knowledge / Experience

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.


	Position Title: Human Resources Coordinator
	Team: []
	Unit: [Human Resources]
	Contract Type: [Fixed]
	Location: [Rangiora Service Centre]
	Department: [People & Engagement]
	Date: April 2022
	Internal 2: Human Resources Manager

Human Resources Staff

Health, Safety and Wellbeing Staff

Senior Management Team, including the Chief Executive

Unit Managers

Team Leaders

Executive Assistants

All other Council Staff, as required
	Responsible to: Manager Human Resources
	Responsible For: Nil 
	Purpose of Position: The position of Human Resources (HR) Coordinator contributes to the provision of HR administration, support and advice to managers and employees across the Waimakariri District Council (WDC) in order to sustain the effectiveness of the overall HR Team. This position requires the HR Coordinator to work effectively to build and maintain strong relationships across the organisation and within the HR team to promote legal compliance, an up-to-date remuneration database and support issuing contract paperwork, as well as projects, as required.

To ensure accurate, accessible and appropriate records are maintained and to provide assistance regarding enquiries from both internal and external customers. 

The position holder will consistently demonstrate an appreciation of the customer and communication needs of a wider variety of stakeholders whilst effectively assisting members of the organisation in their various roles.

The HR Coordinator will be a technical expert in the Remwise database and be responsible for ensuring data is up-to date. 

	External 2: Members of the Public

External Suppliers and Vendors

Recruitment Agencies

Te Ngāi Tūāhuriri Rūnanga

Enterprise North Canterbury
	TRIM: 
	KPI: Remuneration and Total Rewards Framework
	KPI 1: Human Resources Data Systems
	KPI 2: Complete employment documentation
	KPI 3: HR Coordination
	KPI 4: Maintain effective electronic and filing systems, enabling quick and effective access to information, managed in accordance with relevant Information Management & Local Government legislation.
	KPI 5: Advice & Support
	Measure: - The technical expert within the team for updating Remwise, loading new data and ensuring Payroll uploads occur in regular intervals. 
- Support managers with the writing of Position Descriptions to the standard required for the SP10 methodology. 
- Size position descriptions using the SP10 methodology. 
- Identify and implement process improvements that further enhance the efficiency of the Remuneration Framework.

	Measure 1: - Maintenance of Human Resources Systems, including, testing, amending and updating as required.
- 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.
- Providing technical guidance and direction to Human Resources Team members on the operation and maintenance of the human resources data systems.
	Measure 2: - All contract paperwork is prepared accurately, complies with any relevant legislation and/or Council policies, is issued within agreed timeframes, and is appropriately recorded. 

- Work closely with the Payroll Supervisor to ensure changes are accurately updated and actioned in a timely manner.
	Measure 3: - All relevant information is provided to the unions as required, such as reporting on the Active Choice Forms. 
- Provide HR metrics and reporting as required
- Manage, review and create HR templates to ensure they are consistent, visually appealing and easy to use
- Manage the Human Resources Intranet Team page to maintain a proper balance of content and tools  to ensure effective and engaging content that meets the needs of the organisation.
	Measure 4: - All HR and employment related paperwork is accurately and appropriately recorded in a timely manner. 

- Internal audits are completed on a regular basis to ensure data integrity is maintained.
	Measure 5: - Provide HR guidance and support as required to all employees and managers
- Answer queries where possible, or refer to the HR Advisors / Manager
- Provide support in establishing HR Policies and Procedures as required
	KPI 6: Recruitment
	KPI 7: Projects
	KPI 8: Quality
	KPI 9: Carry out any additional duties and responsibilities as may be reasonably required. 
	KPI 10: 
	KPI 11: 
	Measure 6:  - Support managers and provide advice on the recruitment process as required. 
- Support the HR Administrators in administering recruitment related systems and processes as required
- Provide advice to Hiring Managers on the updating of Position Descriptions and ensure all Position Descriptions are SP10 sized (within the last 12 months) before the position is being advertised. 
	Measure 7: - Undertake special projects, as agreed with the HR Manager.

- A degree of flexibility and adaptability demonstrated.
Projects and duties completed within agreed time frames.
	Measure 8: - Risk management, quality assurance, integrity and confidentiality through all work is evidenced
- Standards are maintained to meet service level agreements / contract specifications. 

	Measure 9: Assigned duties and tasks are managed through to completion.

Regular updates are provided to team members and the wider organisation, as required.
	Measure 10: 
	Measure 11: 
	Essential Knowledge / Experience: At least 5 years' experience in a busy HR administration environment. 

Experience maintaining records, filing systems and other information systems.

A general understanding of Local Government and its administrative procedures is desirable, but not essential for this role. 
	Education / Qualifications: Minimum level NCEA Level 3.
A relevant tertiary qualification would be desirable, but is not essential for this role. 
	Essential Attributes: Planned, efficient, methodical, and resourceful approach to work.
Proactively seeks clarification when required, as well as contributing suggestions to add value to outcomes.
Follows up with others to ensure expected outcomes are achieved.
Understands and acts appropriately in sensitive situations.
Able to cope with difficult and challenging people and/or situations and negotiate win-win outcomes.
Maintains confidentiality of information and documentation at all times.
Able to handle high pressure periods and seek assistance if required.
Actively looks for ways to improve department efficiency, systems and procedures.
Flexible and adaptable, including adjusting own priorities to meet changed plans.
Open to new ideas and ways of working.
	Essential Skills: Strong interpersonal and relationship building skills.
Able to co-ordinate stakeholders to work together in a collaborative manner.
Excellent written and verbal communication skills.
Good public relation skills to enable successful communication with people from all sections of the community.
Is a good listener and able to remain professional at all times.
Excellent literacy and numeracy skills. 
High level of computer literacy with the ability to quickly adapt to new software and systems.
Demonstrates close attention to detail.

	Position Description Approved by: Lara McConville
	Approved date: 11.04.2022


