
	  Waimakariri District Council Position Description - 

Department

Unit

Team

Organisation Context

Position Description
Position Title

Location

Contract Type

Date

18
05
10
05
11
88
 / 
Q
D
 H
R 
Fo
rm
 0
05
 -
 V
er
si
on
 1
0 
- 
N
ov
em
be
r 2
02
4

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)



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.


	TRIM: 231002155386
	KPI: Customer Service 
	KPI 1: Customer Experience
	KPI 2: Programme Delivery
	KPI 3: Operational
	KPI 4: Digital Literacy
	Measure: The Council’s values are modelled in all interactions with staff and customers by way of exceptional and proactive customer service.

All colleagues are supported to increase and improve their capability to offer excellent, mana-enhancing services to our hapori.
	Measure 1: Hapori experiences of Waimakariri Libraries are enhanced via opportunities for people to explore programmes and digital experiences in a way that surprises and delights them.

The reputation of Waimakariri Libraries as a place for people of all ages to explore emergent technologies grows.
	Measure 2: Programmes, events and classes are planned for and delivered for all ages to a consistently high standard.

Makerspace experiences are delivered and communicated in a manner which is inclusive for those with limited technical skills. 

Connections are fostered with external delivery partners where this will add depth to our offering and pique the interest of non-traditional library users. 
	Measure 3: The Team Leaders are supported with daily operations, overall maintenances of library collections, equipment and systems as required. 

A can-do attitude is modeled in the face of operational challenges.
	Measure 4: Digital skills and competency reflect and keep pace with public library trends and hapori need.

Hapori are empowered to learn, independently use, and harness the potential of digital technologies, online applications and services.
	KPI 6: Te Ao Māori
	KPI 7: Team Culture
	KPI 8: Professional Development 
	KPI 9: 
	KPI 10: 
	Measure 6: Te Reo Māori is used appropriately and positively in verbal and written communications.

Use of Te Reo Māori is respected and encouraged.
	Measure 7: Staff feel comfortable to be themselves at work and a culture of embracing diversity is evident. 

New staff are inducted well and feel part of the team.  

Core competencies and professionalism are modeled. Challenges are dealt with through appropriate channels. 
	Measure 8: Engaging and building skills and knowledge of emergent makerspace technologies in libraries and beyond. 

Self directed learning and up-skilling is evident and supports an innovative approach to best practice in Library programme and delivery services.

Active participation in relevant professional associations is maintained. 
	Measure 9: 
	Measure 10: 
	Specific Education / Qualifications: A qualification in education, community learning or teaching is preferred.
A qualification in library and information studies is not necessary in this role, however undertaking a course of relevant study would be advantageous.
	Attributes: Energetic and proactive, reliable and resilient, this role would suit someone who thrives on connecting and engaging and empowering people of diverse cultures, and who keeps the customer and community at the heart of what they do. 
Someone with creative vision for dynamic services and programmes, the enthusiasm needed to bring these to life, and the ability to encourage and inspire others and bring the team with them on the way.
Someone who is self-aware, acts with maturity, integrity and mana, has a continuous improvement mindset and takes accountability for their actions. 
Someone who is both a solutions-focused self-starter and a team player; someone who can use their initiative to get things done and who also works well in a busy fun team environment, and enjoys working together to achieve success.
	Skills: Highly skilled with using digital technologies.
Excellent verbal and written communication skills.
Time management and organisation skills, with the ability to plan to deadlines. 
Emotional intelligence and mediation skills.
Skilled in building relationships with young people, their families and whānau and peers.
	MinimumEducation: [National Certificate Level 4]
	Experience further information: Experience communicating technical information to youth and adults across cultures and backgrounds is essential.
Experience designing and developing engaging learning programmes and events.
Knowledge of Te Reo/Te Ao Māori and experience in the education sector.
	Experience: [3-4 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: Luke Sole
	Approved date: 05/06/2025
	Purpose of Position: Playing a pivotal role in shaping the way that libraries are defined within a diverse, and rapidly-growing hapori | community.

To enthusiastically plan and deliver high-quality library programmes and experiences that foster lifelong learning, connection and discovery across all four corners of our District. 

Facilitate and support hapori access to opportunities for self-directed and facilitated experiences which support lifelong learning and vocational capacity building. 

Enhance a welcoming, professional, and responsive library environment by delivering dynamic front-line services.

	Responsible to: Libraries Discovery & Digital Coordinator
	Responsible For: Nil
	Internal 2: Discovery and Digital Coordinator
Team Leader Learning & Heritage
District Libraries Manager
Learning & Heritage Team, Collections Team, Community & Culture Team, Operations Team
	External 2: Customers / Ratepayers
Members of the Community
Te Ngāi Tūāhuriri Rūnanga
School and Educational Groups
Community Groups
	Delegated authority: no
	Delegated authority limit: 
	Budget responsibility : Off
	Vetting requirement: Yes
	Childrens Act: Yes
	Core or non-core worker: [Non-core worker]
	Position Title: Library Programme & Discovery Assistant 
	Location: [District Libraries]
	Contract Type: [Permanent]
	Date: June 2025
	Department: [Community & Recreation]
	Unit: [Libraries]
	Team: [Learning & Heritage]


