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Community & Recreation 
Aquatic Facilities
Greenspace
Libraries
Community
Regeneration
Property

Planning, Regulation 
& Environment

Building
Plan Implementation
Environmental Services
Development Planning

Utilities & Roading 
3 Waters

Project Delivery Unit
Roading
Solid Waste
Water Unit

Strategy, Engagement, 
Economic Development

Communications & Engagement
Strategy & Business

Emergency Management

Finance & Business Support
Governance 

Information & Technology Services
Finance

Customer Services

Chief Executive

Organisational 
Development & HR 

Health Safety & Wellbeing
Human Resources 



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.



Waimakariri District Council Position Description - 

Position Details

Key Relationships

Purpose of Position

Internal External

Responsible to

Responsible for

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?    Yes   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.    Yes   No

If yes, does this role fall under the Childrens Act 2014?    Yes   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) 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

Minimum requirement for the role:

Specifications and/or  
further information:

Knowledge/Experience

Minimum requirement for the role:

Further information:

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.


	TRIM: 250625114762
	KPI: People Leadership 
	KPI 1: Technical / emergency management skills and experience
	KPI 2: Internal governance
	KPI 3: Strategy and Risk 
	KPI 4: Stakeholder management and engagement
	Measure: A high level of leadership is provided to WDC's emergency management office ensuring successful execution of the Emergency Management strategy and work programme.Effective leadership and management of the NZRT12 and EST volunteer teams is provided including ensuring adequate resourcing and capability is maintained.Leadership to staff across the wider organisation as required to ensure the contribution of key WDC functions to EM objectives and outcomes.
	Measure 1: Provide strategic guidance to Council Management on the direction of emergency management, its priorities and challenges. Provide expert emergency management advice to internal and external advisors including being key advisory to the GM Strategy, Engagement and Economic Development, Lead Controller/Controllers, CE and Mayor.Ensures EM best practice, national and regional guidance, and appropriate national policy direction and legislation underpins WDC's strategic and operational panning and delivery activities.
	Measure 2: Provide and present periodic reporting to management team and Council on progress of the strategy and work programme implementation, risks and volunteer capability and capacity. Management of EMOs Council corporate responsibilities (reporting to exec/governance, budgets, health, safety and risk, human resources etc.) Development and management of Council's formal agreements and arrangements with volunteer teams, and key stakeholder agencies.
	Measure 3: Development and delivery of a fit for purpose future focused and emergency management strategy and volunteer strategy. Identify and manage critical risks for the Council and community.Development of integrated EM approach across Council – Resilience, Climate Change, Communications, Welfare etcActively contribution to the development a delivery of Council's risk management framework.Establishment of an EM performance measurement framework that enables performance reporting and continuous improvement
	Measure 4: Identify,initiate and maintain strong stakeholder relationships internally and externally with listed parties.Contributes to national and regional level EM sector advisory groups, panels etc. to ensure WDC views are well represented.Strong political acumen is applied to ensure elected members are well informed, engaged and supportive of EM strategic and operational programmes of work.Effectively advocates for EM at a senior level using influencing and negotiation skills and the identification of shared goals.
	KPI 6: Community resilience 
	KPI 7: Response Capability
	KPI 8: Organisation Leadership
	KPI 9: 
	KPI 10: 
	Measure 6: Ensures the objectives within the emergency management strategy pertaining to community resilience are prioritised and well executed within the EMO. The community is well informed, capable and self reliant community in an emergency event. Ensure community hubs and volunteers have adequate training, awareness and are well established.Development and execution of an EM Communications and Engagement Plan that enables ongoing community education.
	Measure 7: Provides expert advice and guidance in an emergency event to the EOC, CE and Mayor.Maintains oversight of WDC response capability ensuring gaps are identified and plans are established to manage capability deficits.Leads assurance reporting to senior leaders / governance on response capability gains and opportunities for improvement.Facilitates strategic capability analysis with EM Leadership roles.Ensures EOC preparedness (systems, processes, resources etc.)
	Measure 8: Actively participates in wider Council Leadership Activities such as All Teams Meetings (ATM) & Department Managers Meetings.Establishes regular interactions with, and reporting to Council, the Committees and Community Boards.Ensures appropriate contingency and succession planning is in place to ensure continuity of EM activities at all times.Provides internal thought leadership alongside key Council business unit leaders to identify opportunities to strengthen performance against the CDEM four R's. 
	Measure 9: 
	Measure 10: 
	Specific Education / Qualifications: Degree/Postgraduate - Ideally with relevance to Emergency Management Must have full CIMS training (Level 4)
	Attributes: - An ability to inspire and motivate people.- High levels of honesty, integrity, confidentiality and an ability to build high levels of trust.- Ability to reflect on own performance, recognizing own abilities and limitations and seek/accept support if/as required.- Ability to work calmly under pressure and in emergency situations.- Self motivated and able to work without close supervision.- Modifies and adapts own behaviours to suit the situation.- Takes accountability for results within their own area. - Exercises sound judgment and makes decisions that reflect best practice and a considered approach 
	Skills: Ability to rapidly understand emergency management operating context / legislative frameworks / compliance obligations across a range of statues that contribute towards effective emergency management.Understands interconnected nature of EM within local government.Expert relationship management skills and political acumen.
	MinimumEducation: [Graduate Dip Level 7, General Deg OR equiv level of knowledge]
	Experience further information: Significant knowledge of legislation associated with emergency management and local government.Documented evidence of operational experience in crisis management situations
	Experience: [10-11 years]
	MinimumEducationDetail: 
	ExperienceDetail: Needs to draw on extensive specialised experience normally gained through professional qualifications and significant post graduate experience.
	Position Description Approved by: Simon Hart
	Approved date: June 2025
	Purpose of Position: The role of the Manager of Emergency Management is to provide strategic and operational leadership and oversight to Council's programme of integrated Emergency Management (EM) work. This includes management of the Emergency Management Office (EMO) and its critical work programmes and activities. Key priorities include:- Developing a council wide integrated approach to the delivery of EM activities- Leadership of cross-council delivery of EM objectives and outcomes- Developing, delivering and monitoring an EM Strategy and associated programmes of work.- Leading and managing the Emergency Management Office (EMO), and EST and NZRT12 volunteer teams- Establishing and maintaining strategic internal and external stakeholder relationships - Overseeing the internal capability development, and ensuring ongoing resourcing needs are met for Council's EOC - Leading and developing ongoing community resilience and readiness 
	Responsible to: General Manager Strategy, Engagement and Economic Development
	Responsible For: Emergency Management Advisor, Emergency Management Coordinator, EM Schools Educator, EM Volunteer Teams
	Internal 2: EMO team, Management Team, Mayor, Council and Elected Officials, EOC skeleton teams and pool of staff, Council Staff, Volunteer Teams
	External 2: Regional and Group teams, NEMA, Key agencies including but not limited to FENZ, CDHB, NZ Police, St John, Coastguard, Surf Life Saving, Local support groups and trusts. Other govt agencies.
	Delegated authority: Yes
	Delegated authority limit: 25,000
	Budget responsibility : Yes
	Vetting requirement: Yes
	Childrens Act: no
	Core or non-core worker: [ ]
	Position Title: Manager of Emergency Management
	Location: [Rangiora Service Centre]
	Contract Type: [Permanent]
	Date: June 2025
	Department: [Strategy, Engagement, Economic Development]
	Unit: [Civil Defence Emergency Management]
	Team: []


