@) WAIMAKARIRI

DISTRICT COUNCIL

Position Des

Position Title

cription

Technical Administrator Water Services
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Rangiora Service Centre — Farmers Building

Contract Type

Fixed

Date

August 2026

Organisation Context

Department

Utilities & Roading

Unit

Utilities & Roading Administration

Team
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Utilities & Roading

Infrastructure Resilience
Project Delivery Unit
Roading
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Water Services
Water Unit @
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Chief Executive
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Community & Recreation

Aquatic Facilities
Greenspace
Libraries

Community ¢

Strategic & Special Projects
Property @
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Finance & Business Support

Governance
Information & Technology Services
Finance
Customer Services

Strategy, Engagement,

Planning, Regulation

Development & HR & Environment Economic Development

Communications & Engagement
Strategy & Business
Emergency Management

Health Safety & Wellbeing Building
Human Resources 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.
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Position Details

Purpose of Position

To provide specialist technical, systems, information management and administrative support for U & R Admin with a
strong focus on Water Services activities across drinking water, wastewater and stormwater.

The role is responsible for maintaining and improving Water Services databases, compliance records, business systems,
billing processes, documentation and reporting functions. The position supports operational and asset management
activities through data management, process documentation, workflow automation, information quality assurance and
technical administration.

The Technical Administrator - Water Services acts as a key resource for maintaining organisational knowledge, ensuring

information accuracy, supporting regulatory and operational processes, and improving the efficiency of Water Services
administration systems.

Key Relationships

Responsible to

Executive Assistant to the General Manager, Utilities & Roading

Responsible for

Nil

Internal External

- General Manager, Utilities & Roading - Members of the Community
- Water Services Staff - Customers / Ratepayers

- Water Unit Staff - Other Councils / Agencies

- 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? []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 Children’s 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)

Deliver technical and administrative support that enhances
operational performance, business processes, and customer
outcomes.

Administer and maintain Water Services customer compliance
programmes, including backflow prevention, water leak
notifications, illegal connections and associated customer
correspondence.

Maintain related records, databases, workflows and follow-up
actions.

Undertake investigations relating to water servicing, property
records, rating status and asset information. Research and collate
information to support Water Services decision-making.

Administer Water Services billing processes, including Trade
Waste, Septage Receiving Facility and Springbank water supply
charging. Maintain associated records and supporting
documentation

Develop, maintain and improve Water Services databases,
Smartsheets, workflows, automations and supporting business
systems. Provide user support and ensure data integrity across
systems.

Measure (successful when)

Information provided to staff is reliable, well researched and fit for
purpose.

Practical solutions are developed and implemented to address
business needs.

Water Services staff receive timely and effective support.

Follow-up actions are tracked and completed.

Customer enquiries are responded to professionally and in a
timely manner.

Customer records and databases are accurate and up to date,

and customer correspondence is prepared and issued within the
agreed timeframes.

Investigations are completed accurately and within agreed
timeframes.

Information is thoroughly researched and well documented.

Relevant records and systems are updated as required.

Billing activities are completed within required timeframes.
Charges are accurate and appropriately documented.
Supporting records are maintained and auditable.

Customer and internal enquiries are responded to promptly

Systems remain accurate, reliable and fit for purpose.
Data integrity is maintained.
Automation processes function effectively.

Opportunities for improvement are identified and implemented.
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Key Result Areas Continued

KPI (area of responsibility)

Maintain Water Services document registers, quality documents,
procedures and information management systems. Coordinate
document reviews and support effective records management
practices.

Maintain and improve Water Services website content, public
information resources and customer-facing information, including
monthly nitrate reporting and digital content updates.

Develop, document, and improve Water Services business
processes, procedures and quality systems, including Promapp
processes and workflow improvements.

Provide operational and technical support to Water Services
through the creation and management of ADAPT tasks, asset
information (AIM) administration (WAIMAP), scheme boundary
maintenance and investigation support.

Provide coordination and administrative support to Water
Services activities through meeting administration, action tracking,
customer correspondence and team support activities.

Carry out other such tasks, projects and duties, including general
administrative support, as requested by the Executive Assistant to
the General Manager, Utilities & Roading.

Measure (successful when)

Document registers remain current and accurate.
Review dates are monitored and actioned.

Business continuity is supported through accurate documentation
and all records are trimmed (TRIM) as required.

Public information is accurate and current.
Website updates are completed within agreed timeframes.
Information is presented in a clear and user-friendly manner.

Opportunities to improve customer access to information are
identified and implemented.

Processes are documented and maintained.

Procedures remain fit for purpose and support operational
requirements.

Organisational knowledge is retained through effective
documentation

ADAPT tasks are created and managed accurately.
Scheme boundary updates are completed as required.

Information is readily available to support operational and asset
management decision-making.

Water Services staff receive timely and effective operational

support

Meetings are effectively organised and minuted within the
required timeframes. Actions are followed up where required.

Administrative tasks are completed accurately and timely.
All administrative functions which may be required from the

Executive Assistant to the General Manager, Utilities & Roading
are responded to in a timely and professional manner.
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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

. . Certificate in Business (Administration & Technology) or equivalent would be
further information:

advantageous.

Secondary or tertiary qualification in information and database management
would be ideal but not essential.

Knowledge/Experience

Minimum requirement for the role: 4-5 years

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

Further information: - Good understanding of quality system processes and document quality

control.

- Good understanding of computer database systems and methods of
maintaining database records.

- An understanding of local government processes and administration.

Attributes

- Openly receives and gives feedback.

- Actively listens to others' ideas and suggestions.

- Ability to establish and maintain good working relationships with others at all levels within the organisation.
- Demonstrates a methodical approach to problem-solving.

- Takes responsibility for projects and work even if mistakes are made.

- Continually looks for opportunities to work more efficiently and sustainably.

- Open to ideas and suggestions of new ways of working.

Skills

- High level of attention to detail, with high standards in respect to the measuring and recording of data.
- Effective communication and interpersonal skills.

- High standard of written and verbal communication.

- Self-motivated with effective time management and organisation skills.

- High level of computer literacy including intermediate MS Office Suite.
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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 Water Services Manager - Kalley Simps Date August 2026
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	Position Title: Technical Administrator Water Services
	Team: []
	Unit: [Utilities & Roading Administration]
	Contract Type: [Fixed]
	Location: [Rangiora Service Centre – Farmers Building]
	Department: [Utilities & Roading]
	Date: August 2026
	Internal 2: - General Manager, Utilities & Roading
- Water Services Staff
- Water Unit Staff
- Other Council staff, as required
	Responsible to: Executive Assistant to the General Manager, Utilities & Roading
	Responsible For: Nil
	Purpose of Position: To provide specialist technical, systems, information management and administrative support for U & R Admin with a strong focus on Water Services activities across drinking water, wastewater and stormwater. 

The role is responsible for maintaining and improving Water Services databases, compliance records, business systems, billing processes, documentation and reporting functions. The position supports operational and asset management activities through data management, process documentation, workflow automation, information quality assurance and technical administration.

The Technical Administrator - Water Services acts as a key resource for maintaining organisational knowledge, ensuring information accuracy, supporting regulatory and operational processes, and improving the efficiency of Water Services administration systems.
	External 2: - Members of the Community
- Customers / Ratepayers
- Other Councils / Agencies
	TRIM: 260902264539
	Delegated authority: no
	Budget responsibility : no
	Delegated authority limit: 
	Vetting requirement: no
	Childrens Act: no
	Core or non-core worker: []
	KPI: Deliver technical and administrative support that enhances operational performance, business processes, and customer outcomes.
	KPI 1: Administer and maintain Water Services customer compliance programmes, including backflow prevention, water leak notifications, illegal connections and associated customer correspondence. 

Maintain related records, databases, workflows and follow-up actions. 
	KPI 2: Undertake investigations relating to water servicing, property records, rating status and asset information. Research and collate information to support Water Services decision-making.
	KPI 3: Administer Water Services billing processes, including Trade Waste, Septage Receiving Facility and Springbank water supply charging. Maintain associated records and supporting documentation
	KPI 4: Develop, maintain and improve Water Services databases, Smartsheets, workflows, automations and supporting business systems. Provide user support and ensure data integrity across systems.
	Measure: Information provided to staff is reliable, well researched and fit for purpose.

Practical solutions are developed and implemented to address business needs.

Water Services staff receive timely and effective support.
	Measure 1: Follow-up actions are tracked and completed.

Customer enquiries are responded to professionally and in a timely manner.

Customer records and databases are accurate and up to date, and customer correspondence is prepared and issued within the agreed timeframes.
	Measure 2: Investigations are completed accurately and within agreed timeframes.

Information is thoroughly researched and well documented.

Relevant records and systems are updated as required.
	Measure 3: Billing activities are completed within required timeframes.

Charges are accurate and appropriately documented.

Supporting records are maintained and auditable.

Customer and internal enquiries are responded to promptly
	Measure 4: Systems remain accurate, reliable and fit for purpose.

Data integrity is maintained.

Automation processes function effectively.

Opportunities for improvement are identified and implemented.
	KPI 6: Maintain Water Services document registers, quality documents, procedures and information management systems. Coordinate document reviews and support effective records management practices.
	KPI 7: Maintain and improve Water Services website content, public information resources and customer-facing information, including monthly nitrate reporting and digital content updates.
	KPI 8: Develop, document, and improve Water Services business processes, procedures and quality systems, including Promapp processes and workflow improvements.
	KPI 9: Provide operational and technical support to Water Services through the creation and management of ADAPT tasks, asset information (AIM) administration (WAIMAP), scheme boundary maintenance and investigation support.
	KPI 10: Provide coordination and administrative support to Water Services activities through meeting administration, action tracking, customer correspondence and team support activities.

Carry out other such tasks, projects and duties, including general administrative support, as requested by the Executive Assistant to the General Manager, Utilities & Roading.
	Measure 6: Document registers remain current and accurate.

Review dates are monitored and actioned.

Business continuity is supported through accurate documentation and all records are trimmed (TRIM) as required. 
	Measure 7: Public information is accurate and current.

Website updates are completed within agreed timeframes.

Information is presented in a clear and user-friendly manner.

Opportunities to improve customer access to information are identified and implemented.
	Measure 8: Processes are documented and maintained.

Procedures remain fit for purpose and support operational requirements.

Organisational knowledge is retained through effective documentation
	Measure 9: ADAPT tasks are created and managed accurately. 

Scheme boundary updates are completed as required.

Information is readily available to support operational and asset management decision-making.

Water Services staff receive timely and effective operational support
	Measure 10: Meetings are effectively organised and minuted within the 
required timeframes.  Actions are followed up where required.


Administrative tasks are completed accurately and timely.

All administrative functions which may be required from the Executive Assistant to the General Manager, Utilities & Roading are responded to in a timely and professional manner.
	Position Description Approved by: Water Services Manager - Kalley Simpson
	Approved date: August 2026
	MinimumEducation: [National Certificate Level 5 (1-2 year Cert/Dip)]
	Specific Education / Qualifications: Certificate in Business (Administration & Technology) or equivalent would be advantageous.

Secondary or tertiary qualification in information and database management would be ideal but not essential. 
	Experience: [4-5 years]
	Experience further information: - Good understanding of quality system processes and document quality control.
- Good understanding of computer database systems and methods of maintaining database records.
- An understanding of local government processes and administration.
	Attributes: - Openly receives and gives feedback.
- Actively listens to others' ideas and suggestions.
- Ability to establish and maintain good working relationships with others at all levels within the organisation.
- Demonstrates a methodical approach to problem-solving.
- Takes responsibility for projects and work even if mistakes are made.
- Continually looks for opportunities to work more efficiently and sustainably.
- Open to ideas and suggestions of new ways of working. 
	Skills: - High level of attention to detail, with high standards in respect to the measuring and recording of data.
- Effective communication and interpersonal skills.
- High standard of written and verbal communication.
- Self-motivated with effective time management and organisation skills.
- High level of computer literacy including intermediate MS Office Suite.
	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.


