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Housing Officer
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Emergency Management
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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

This position provides compliant, effective and innovative tenancy and property management services in relation to
Councils Housing for the Elderly portfolio and tenants.

This position is also called upon to provide accurate advice and information to a variety of stakeholders including
tenants, agencies, contractors, elected members and other Council staff.

The job holder acts as the point of contact between Elder Housing tenants and Council. It is recognised that ocassionally
the job holder may be called upon to field afterhours inquiries in relation to urgent Elder Housing matters.

Key Relationships

Responsible to

Property Services Team Leader

Responsible for

Nil

Internal External

General Manager, Community & Recreation Customers/Residents
Property Unit Manager Contractors/Consultants
Property Unit Team External Stakeholders
Community & Recreation Department colleagues Elected Members

Other Council Staff as required Support Agencies

Is there an approved delegated authority for thisrole? [VIYes _ No
If yes, state limit for role $: 10,000

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? [ IYes O/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)

Tenancy Management (Housing for the Elderly)
Responsible for end-to-end management of Housing for the
Elderly tenancies, including customer liaison, relationship
management and legislative compliance.

Housing Stock Management

Ensures Council's housing stock is maintained to required
standards by coordinating timely, cost-effective maintenance and
overseeing unit refurbishments prior to re-letting, while
contributing informed advice to housing-related projects to
support tenants needs

Financial Ownership

Contributes to annual and forward-works planning and budgeting
for housing, manages operational, maintenance and capital
programs within approved budgets, and ensures annual rental
increases are implemented accurately and on time across the
housing portfolio.

Reporting and Database Management

Ensures high-quality information management and reporting
practices that support effective decision-making, operational
transparency and seamless delivery of housing services.

Continuous Improvement

Drives ongoing service enhancement by developing effective
systems, processes and quality assurance practice that
strengthen compliance and support continuous improvement
across the housing portfolio.

Measure (successful when)

Tenancies are managed in full compliance with all relevant
legislation and Council tenancy agreements, with optimum
occupancy rates maintained and all tenant enquiries
acknowledged and resolved within agreed time-frames. Housing
applicants are interviewed and processed promptly, respectfully,
and in accordance with Council Policy, while disputes are
resolved fairly and consistently. An accurate, up-to-date waiting
list is maintained at all times, supported by strong, professional
relationships with tenants and service providers.

Ensures all Council housing is maintained to required standards
and full compliant with the Residential Tenancies Act, with
maintenance requests actioned in a timely and cost effective
manner. Properties are presented in a tidy and compliant state
prior to re-letting, with all pre- and post-tenancy inspections
completed and recorded, and six monthly inspections undertaken
and followed up within required time-frames. Oversees
refurbishments before re-letting and contributes timely, informed
advice to housing-related projects to support tenants needs.

Develops accurate, data-supported work programs and budgets,
and delivers operational, maintenance, and capital works within
approved budget parameters. Contractor performance is
managed in line with agreed service levels and contracted values,
and all maintenance and refurbishment activity complies with
Council procurement requirements. Annual rental increases are
applied accurately and on time, with rental payments monitored
and any arrears actioned immediately in accordance with
Residential Tenancy Act requirements.

Maintains accurate, up-to-date records in Council's centralised
housing database and produces timely, reliable reporting on
agreed housing performance measures to support effective
oversight and decision-making.

Continuously identifies and acts on opportunities to improve
record-keeping, reporting, and service delivery, demonstrating
measurable enhancements to housing processes and quality
systems. Ensures quality assurance and auditing practices are
actively developed and implemented to strengthen compliance
and operational performance across the housing portfolio.
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Key Result Areas Continued

KPI (area of responsibility)

Culture

Demonstrates integrity and strong work ethic, builds trust with
stakeholders, champions Te Matou Mauri and guardianship of

Council property, and contributes positively to a collaborative and
professional team environment

Measure (successful when)

Consistently demonstrates integrity by doing the right thing and at
the right time, is recognised as a knowledgeable and supportive
expert who contributes willingly across the team, shows flexibility
and adaptability by embracing change and supporting
improvements, and maintains high service levels in all interactions
with tenants, colleagues and stakeholders.
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Person Specification

Education/Qualifications
Minimum requirement for the role: National Certificate Level 5 (1-2 year Cert/Dip)

Under-graduate diploma and/or technical certificate (please specify)

Specifications and/or

. . Tertiary or industry qualifications in Tenancy Management, Facility/Property
further information:

Management.

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 of tenancy management and in particular working with the elderly.

Budget and contract management experience.
Demonstrated experience in managing housing related projects.

Attributes

Can demonstrate a high level of self-awareness and understands the impact their behaviour has on others.
Does what they say they will do.

Can demonstrate experience in handling conflict situations and problem solving.

Has a good understanding of customer service, needs and expectations.

Understands wider team priorities and can adjust own priorities when this is required.

Is comfortable working within a legislative environment and meeting legislative requirements.

Skills

Excellent communication skills.

Has an appreciation and understanding of the unique needs of elderly persons.

Strong written communication and numerical accuracy.

Manages own time and workload effectively.

Identifies and focuses on solutions which deliver service improvements.

Able to liaise with internal staff and external organisations in relation to a variety of tenancy and property related matters.
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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 ~ Michael Horman Date 12 March 2026
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	TRIM: 220920163241
	KPI: Tenancy Management (Housing for the Elderly)
Responsible for end-to-end management of Housing for the Elderly tenancies, including customer liaison, relationship management and legislative compliance.
	KPI 1: Housing Stock Management
Ensures Council's housing stock is maintained to required standards by coordinating timely, cost-effective maintenance and overseeing unit refurbishments prior to re-letting, while contributing informed advice to housing-related projects to support tenants needs
	KPI 2: Financial Ownership
Contributes to annual and forward-works planning and budgeting for housing, manages operational, maintenance and capital programs within approved budgets, and ensures annual rental increases are implemented accurately and on time across the housing portfolio.
	KPI 3: Reporting and Database Management
Ensures high-quality information management and reporting practices that support effective decision-making, operational transparency and seamless delivery of housing services.
	KPI 4: Continuous Improvement
Drives ongoing service enhancement by developing effective systems, processes and quality assurance practice that strengthen compliance and support continuous improvement across the housing portfolio.
	Measure: Tenancies are managed in full compliance with all relevant legislation and Council tenancy agreements, with optimum occupancy rates maintained and all tenant enquiries acknowledged and resolved within agreed time-frames. Housing applicants are interviewed and processed promptly, respectfully, and in accordance with Council Policy, while disputes are resolved fairly and consistently. An accurate, up-to-date waiting list is maintained at all times, supported by strong, professional relationships with tenants and service providers.
	Measure 1: Ensures all Council housing is maintained to required standards and full compliant with the Residential Tenancies Act, with maintenance requests actioned in a timely and cost effective manner. Properties are presented in a tidy and compliant state prior to re-letting, with all pre- and post-tenancy inspections completed and recorded, and six monthly inspections undertaken and followed up within required time-frames. Oversees refurbishments before re-letting and contributes timely, informed advice to housing-related projects to support tenants needs.
	Measure 2: Develops accurate, data-supported work programs and budgets, and delivers operational, maintenance, and capital works within approved budget parameters. Contractor performance is managed in line with agreed service levels and contracted values, and all maintenance and refurbishment activity complies with Council procurement requirements. Annual rental increases are applied accurately and on time, with rental payments monitored and any arrears actioned immediately in accordance with Residential Tenancy Act requirements.
	Measure 3: Maintains accurate, up-to-date records in Council's centralised housing database and produces timely, reliable reporting on agreed housing performance measures to support effective oversight and decision-making.

	Measure 4: Continuously identifies and acts on opportunities to improve record-keeping, reporting, and service delivery, demonstrating measurable enhancements to housing processes and quality systems. Ensures quality assurance and auditing practices are actively developed and implemented to strengthen compliance and operational performance across the housing portfolio.
	KPI 6: Culture
Demonstrates integrity and strong work ethic, builds trust with stakeholders, champions Te Mātou Mauri and guardianship of Council property, and contributes positively to a collaborative and professional team environment
	KPI 7: 
	KPI 8: 
	KPI 9: 
	KPI 10: 
	Measure 6: Consistently demonstrates integrity by doing the right thing and at the right time, is recognised as a knowledgeable and supportive expert who contributes willingly across the team, shows flexibility and adaptability by embracing change and supporting improvements, and maintains high service levels in all interactions with tenants, colleagues and stakeholders.
	Measure 7: 
	Measure 8: 
	Measure 9: 
	Measure 10: 
	Specific Education / Qualifications: Tertiary or industry qualifications in Tenancy Management, Facility/Property Management.
	Attributes: Can demonstrate a high level of self-awareness and understands the impact their behaviour has on others.
Does what they say they will do.
Can demonstrate experience in handling conflict situations and problem solving.
Has a good understanding of customer service, needs and expectations.
Understands wider team priorities and can adjust own priorities when this is required.
Is comfortable working within a legislative environment and meeting legislative requirements.
	Skills: Excellent communication skills.
Has an appreciation and understanding of the unique needs of elderly persons.
Strong written communication and numerical accuracy.
Manages own time and workload effectively.
Identifies and focuses on solutions which deliver service improvements.
Able to liaise with internal staff and external organisations in relation to a variety of tenancy and property related matters.
	MinimumEducation: [National Certificate Level 5 (1-2 year Cert/Dip)]
	Experience further information: Experience of tenancy management and in particular working with the elderly.  Budget and contract management experience.
Demonstrated experience in managing housing related projects.
	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: Michael Horman
	Approved date: 12 March 2026
	Purpose of Position: This position provides compliant, effective and innovative tenancy and property management services in relation to Councils Housing for the Elderly portfolio and tenants.

This position is also called upon to provide accurate advice and information to a variety of stakeholders including tenants, agencies, contractors, elected members and other Council staff.

The job holder acts as the point of contact between Elder Housing tenants and Council. It is recognised that ocassionally the job holder may be called upon to field afterhours inquiries in relation to urgent Elder Housing matters. 
	Responsible to: Property Services Team Leader
	Responsible For: Nil
	Internal 2: General Manager, Community & Recreation
Property Unit Manager
Property Unit Team
Community & Recreation Department colleagues
Other Council Staff as required
	External 2: Customers/Residents
Contractors/Consultants
External Stakeholders
Elected Members
Support Agencies
	Delegated authority: Yes
	Delegated authority limit: 10,000
	Budget responsibility : no
	Vetting requirement: Yes
	Childrens Act: no
	Core or non-core worker: []
	Position Title: Housing Officer
	Location: [Rangiora Service Centre]
	Contract Type: [Permanent]
	Date: March 2026
	Department: [Community & Recreation]
	Unit: [Property]
	Team: [Property Services]


