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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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Highlight
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Key Result Areas Continued

KPI (area of responsibility) Measure (successful when)



Waimakariri District Council Position Description - 

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.

Gerard Cleary

24 February 2025


	TRIM: 250303034217
	KPI: To provide a range of quality assurance, organisational, technical assistance and administrative services to assist the Utilities and Roading Department staff to carry out their activities in an efficient and effective manner.
	KPI 1: Manage, process and track 3 Waters Applications in a timely manner. 
Liaise where needed with the 3 Waters teams.


	KPI 2: Prepare Development Contributions(DC's) assessments and invoices including for complex developments and respond to developer queries.Where needed track financial's of developments.Provide tracking of all bonds & financial contributions, ensuring that the process for invoicing and releasing bonds is coordinated and bonds are released as and when needed. Including bank bonds & historical bonds.
	KPI 3: Develop and manage a Quality System for projects and contracts, including regular auditing of contracts.
Draft any reports required as a result of the audit.

Maintain familiarity with Council Policies relating to project and contract management.
	KPI 4: Preparation of documents for consultations, briefings, reports, and letters.
	Measure: Effective functioning of Department administrative services.

Meeting agendas are prepared, bookings and reminders are organised and meeting minutes are recorded in a timely and accurate manner.

Record systems are accurate and up to date. 
	Measure 1: 3 Waters applications are quoted within appropriate time frames and the Customer is advised of progress on their application. Ensure payments are accurately administered and tracked. Ensure supporting documentation is to a high standard to provide clear records for the assessment and decision making process.
	Measure 2: Development Contributions, 223 and 224 assessments are accurately prepared, & tracked in a timely manner.Payments of DC's are tracked.Three approvals are requested, tracked, and monitored for all assessments. Reminders are sent out weekly for any assessments not already approved.Process all bond releases in a timely manner. Track all bonds and financial contributions, and provide a comprehensive and clear record of all bonds, bank bonds, & historical bonds.
	Measure 3: Quality system is developed in alignment with Council requirements and responsibilities.

Audits are completed regularly, accurately and in a timely manner. Results are reported to document the results and provide confirmation of any changes made, providing a continuous improvement cycle.

Systems are updated and maintained in a timely manner.
	Measure 4: Documents and duties completed to a high standard within agreed timeframes.

Correspondence is accurate, professional and distributed in a timely manner. 

A degree of flexibility and adaptability demonstrated.
	KPI 6: Assist with contract administration of capital works and renewal contracts including correspondence, payment claims, and reporting.

Assistance is provided with Capital works reporting on a monthly basis.
	KPI 7: Document and maintain Utilities & Roading Department's systems and processes using Promapp.
	KPI 8: Actively participate in planning, implementing and co-ordinating new approaches to continuous quality improvement, including measuring and monitoring quality systems.

This may include completing audits, site visits and reports.
	KPI 9: Manage and track service requests assigned to the Project Delivery Unit.
	KPI 10: Provide cover for other PPQ team members when they are unavailable.Carry out other such projects and duties as requested by the PPQ Team Leader, Project Delivery Manager and/or Manager, Utilities and Roading. 
	Measure 6: Contract information is maintained and relevant stakeholders are advised accordingly.


Reporting is completed accurately and in a timely manner.
	Measure 7: Systems and processes are accurately captured and maintained in Promapp including timely process reviews.

Processes meet WDC Promapp quality standards.
	Measure 8: Actively participates and contributes in quality systems reviews and proactively presents ideas and/or suggestions to appropriate stakeholders.

Completes audits as and when needed, and any associated reports to document the results.
	Measure 9: Service requests are assigned to the appropriate stakeholder(s) and customers are kept informed regarding the status of their request.

A degree of flexibility and adaptability demonstrated.
Projects and duties completed within agreed timeframes.
	Measure 10: Work as a team and ensure that you are able to step in and cover a colluegue's responsibilities when they are unavailable.A degree of flexibility and adaptability demonstrated.Projects and duties completed within agreed timeframes.
	Specific Education / Qualifications: - Quality Assurance qualifications would be desirable, but are not essential for this role. 
	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 assessments 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.
	MinimumEducation: [National Certificate Level 4]
	Experience further information: - Professional experience in quality assurance, project coordination, and/or contract administration.
- An understanding of local government processes and administration.
- Demonstrated experience in Quality Assurance and associated audits and reporting.
	Experience: [4-5 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: 
	Approved date: 
	Purpose of Position: To provide efficient and timely technical and administrative support services to the Utilities and Roading Department.  

To manage Council processes including development contributions, Development bonds, and contract administration.

The Technical Administrator will work collaboratively across the department and other Council teams as required with particular interest in Contract Administration and Quality Assurance/Quality Control.
	Responsible to: Project Planning & Quality Team Leader
	Responsible For: Nil
	Internal 2: - Project Planning & Quality Team 
- Project Delivery Manager & PDU Staff
- Manager, Utilities & Roading
- 3 Waters, Roading & Solid Waste Unit Staff
- Asset Managers, Health, Safety & Quality Manager 
- Finance, Policy & HR Staff, & Other staff as required
	External 2: - Consultants, Contractors and Developers- Mayor, Councillors/Community Boards- Customers/Ratepayers- Members of the Community- Utilities Providers and Other Council
	Delegated authority: no
	Delegated authority limit: 
	Budget responsibility : no
	Vetting requirement: no
	Childrens Act: Off
	Core or non-core worker: []
	Position Title: Technical Administrator
	Location: [Rangiora Service Centre – Farmers Building]
	Contract Type: [Permanent]
	Date: February 2025
	Department: [Utilities & Roading]
	Unit: [Project Delivery Unit]
	Team: [Project Planning & Quality]


