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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 $:
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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:

Skills

Attributes



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.


	Position Title: Policy and Corporate Planning Team Leader
	Team: []
	Unit: [Strategy & Business]
	Contract Type: [Permanent]
	Location: [Rangiora Service Centre]
	Department: [Strategy, Engagement, Economic Development]
	Date: April 2024
	Internal 2: General Manager, Finance and Business Support
Strategy & Business Manager and Unit Staff
Senior Policy Analyst
Policy Analyst
Graduate Policy Analyst
Corporate Planner
Council Unit Managers
Chief Executive and Management Team
Council Customer Services
Community and Recreation staff
Regulatory Staff
Engineering and Utilities Staff
Council, Committees of Council, and Community Boards
All other Council staff as required
	Responsible to: Strategy and Business Manager
	Responsible For: Senior Policy Analyst, Policy Analyst, Graduate Policy Analyst, Corporate Planner
	Purpose of Position: The Policy and Corporate Planning Team Leader will provide day to day leadership of a team within the Strategy and Business Unit, responsible for development, review and management of Council's policies, bylaws and section 17.A reviews. The team will also be responsible for analysing and providing advice on new and reviewed central government and regional legislation and policy directions, including the leadership and coordination of associated submissions. The Team Leader will be responsible for project management, leadership and delivery of Councils corporate planning functions. A key component of the role will be developing, managing and monitoring the teams annual and forward programme of work, and ensure agreed projects are delivery on time and within budget. As part of the Unit's leadership team, ongoing support will also be given to the development and management of the Council's Strategic Framework. The Team Leader will provide management support to the Strategy and Business Unit Manager, undertaking people leadership tasks such as annual performance reviews, time sheet administration and day to day mentoring and programme support to direct reports. Where required, the Team Leader will provide wider leadership support to the Strategy and Business Unit. The Team Leader will also be active in the delivery of the teams programme of work. A key component of this role will be the management of key stakeholder relationships with elected members, Promotions Associations, Enterprise North Canterbury staff, and other partner agencies and organisations.
	External 2: Central Government Agencies and Departments   
Regional Partners including Environment Canterbury, and other Local Authorities. 
The Canterbury Mayoral Forum
The Greater Christchurch Partnership
Council consultants, contractors and advisors
Te Ngai Tuahuriri Rununga
The wider community, and community groups, particularly through Council consultation processes
Other partner agencies and organisations as appropriate
Taituara (SOLGM)
Local Government New Zealand
Audit New Zealand
	TRIM: 240529087222
	Delegated authority: Yes
	Delegated authority limit: 10,000
	KPI: Provide a high level of leadership and effective management of the team to motivate, instill a solutions focused service ethic, drive a culture of professionalism and provide an environment to foster new ideas and and service level improvements.
	KPI 1: Development, managing delivery, and monitoring of the Policy and Corporate Planning teams programme of wok for the Strategy and Business Unit. 

Contribution to the wider Strategy & Business annual and forward work programmes.
	KPI 2: Internal project coordination and management - provide leadership, coordination and/or advice to identified key Council projects where multiple Council Unit or Department input is required.
Projects could range from key planning activities such as Long Term or Annual Plans, to the development of complex Central Government submissions. 
	KPI 3: Provide leadership to, and management of the Council's corporate planning activities, including the Long Term Plan, Annual Plans, Annual Reports, and associated documents.
	KPI 4: Support and manage the Unit's use of project and programme management tools, resources and processes.
	Measure: Performance reviews and professional development plans are developed in conjunction with staff and monitored appropriately.
Staff training and development needs are systematically identified and met.
Timely coaching support and mentoring is provided to maintain effectively performing staff.
Consistent modeling of the Council's Ta matau mauri (our principles) to staff and stakeholders.  
	Measure 1: Annual and forward work programmes are developed, and identify delivery pathways, project leads, and project KPIs.
Programme and project management documentation is developed and maintained, and progress monitored and reported on.
Best practice programme and project management methodologies are employed.
Council Unit and external partners are supported and express confidence in the support and service provided. 
	Measure 2: Projects and more complex project milestones are delivered and achieved to agreed standards and time frames, and with budgets. Projects of direct reports are supported as required to ensure objectives and stated outcomes are achieved.
	Measure 3: Reviews, maintains and manages the corporate planning detailed programme of work to ensure all stakeholders and deliverables are effectively contributing to the successful and timely delivery of corporate planning outcomes and documents. 
Provides leadership to the Corporate planner, and the wider Long Term Plan project team and relevant steering groups.
Ensures the project team, associated steering groups, key stakeholders and Project Control Group are supported and enabled to achieve key milestones within set project timeframes.
	Measure 4: Best practice programme and project management tools, resources and processes are in evidence.
	KPI 6: Business Improvement - continually monitor and improve systems, methods, efficiency and the quality of services provided to the public. 
	KPI 7: Management, leadership and delivery of the Council's Policy, Bylaw and Section 17A Review programme of work.
	KPI 8: Information research, development and delivery - Develop, collate, analyse and present information and data that informs business planning, ongoing district development activities, and core initiatives and projects for the Council.
	KPI 9: Development and coordination of Council Submissions that respond to new and reviewed Central Government and Regional statutory and/or policy directions. 
	KPI 10: Oversee and manage team and project administrative tasks including procurement within delegation, time sheet approvals, council report development and delivery etc.
	Measure 6: Contribute to the review, development and implementation of processes and systems that improves the effectiveness and efficiency of how Council and the Strategy & Business Unit delivers its services. 
	Measure 7: Provide leadership to the team to effectively review and maintain the Council's policies, bylaws and Sections 17A reviews. 
Ensures coordination and inclusion of Council subject matter expert inputs, and the use of appropriate data, research and information, and community aspirations are including into the development of policies, bylaws and section 17A reviews.
Ensures Council's statutory requirements and obligations are meet through its relative policy framework.
Professional and timely policy advice is provided at all times.
	Measure 8: Work with the Strategy & Business Manager to develop key working relationships with key external stakeholders.

Obtain, collate, analyse and present relevant data and information  to support policy and strategy direction setting for the Management Team and Elected Officials. 
	Measure 9: Ensures that the Management Team and the Council's elected members are aware of the wider NZ policy environment and upcoming legislation and policy changes that may affect the Council and its communities. Develops and manages appropriate processes and a programme of work, that identifies priority submission opportunities, coordinates the required inputs, provides for elected member participation, and delivers high quality submissions. Provides professional policy advice in the development of submissions for Council.
	Measure 10: Procurement of services and/or project inputs are undertaken in accordance with Council procurement processes.
Reports are professionally written, completed within time frames, and delivered with the audience in mind.
Time sheet administration and supervision for the team is undertaken as per Council defined processes.
Other team or unit management or leadership tasks and/or administration is undertaken as appropriate, and as requested by the Strategy and Business Manager
	Specific Education / Qualifications: A degree level or higher qualification in policy, social and/or political sciences, or another relevant field.
Other additional qualifications in people leadership would be desirable.
Must hold a full Drivers License  
	Skills: Can develop and maintain long term strategic relationships with both internal and external stakeholders.
Has excellent written and oral communication skills, sufficient to be able to prepare and present formal reports and communications to Council, Committees and Community Boards.
Can manage projects and work tasks to ensure established outcomes are achieved within set time frames and budget.
Is politically astute, a good listener and able to remain professional while dealing with difficult meetings or adverse reactions. Thinks strategically, and encourages innovative thinking to generate best value solutions for identified, and unanticipated situations.
High standard of presentation skills to audiences of all levels, and a good level of computer/software literacy
A strong ability to collect, analyse and present data and information to a variety of audiences.
Has knowledge related to the development of policy and delivery of complex corporate planning activities and documents.
	Essential Attributes: Manage a varied and busy workload, and maintains strong working relationships with staff at all levels within the organisation.
Takes an organised and logical approach to work tasks, and demonstrates a methodical approach to problem solving.
Willingness to take ownership and responsibility of their work, and seek opportunities for continuous improvement.
Understands the implications of decisions and actions.
Effective communication and interpersonal skills.
Actively listens to others ideas and suggestions, and openly receives and gives feedback.
Anticipates customer communication needs, is flexible and solutions focused.
Understands the principles of the Te tiriti o Waitangi, and has appreciation of Tikanga Maori.
Is able to lead and motivate a diverse range of people to achieve common outcomes, and deliver agreed work outputs.
	minimum education: [Bachelor Degree (NZQA level 7) (as specified)]
	Experience further information: Knowledge and/or experience in strategy and policy development and implementation, Council's roles and responsibilities under the Local Government Act, project management principles and practice, and complex programme development and delivery.
	Experience: [5-10 years]
	Position Description Approved by: Simon Hart
	Approved date: May 2024
	ExperienceDetail: Needs to draw on experience of a broad nature, above that of a skilled operator, where the job impacts on wider areas and activities outside the job itself.


