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Position Title

Library Customer Services Assistant

Location

District Libraries
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Permanent
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January 2026
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Libraries
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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

Contribute to and add value to welcoming, professional and responsive library and information and services.

Deliver dynamic front-line services, community learning programmes and support to maximise hapori engagement with
Waimakariri Libraries collections, programmes and spaces.

Make meaningful connections working alongside hapori and visitors to Waimakariri Libraries, helping them to be aware
of and confidently connect and use the wide range of digital and print resources, technologies and services available to
them.

Recognise and respond with manakitanga to the diversity of community need, sometimes unrelated to the "traditional"
business of libraries as the acceptance of libraries as "the community's hub" continues to evolve.

Promoting reading and literacy, and working alongside people to support lifelong learning and discovery

Contribute to the maintenance of the library’s collections, equipment and systems, including daily banking and cash
reconciliation.

Key Relationships

Responsible to

Team Leader Operations

Responsible for

Nil

Internal External

Team Leader Learning & Heritage; District Libraries Customers / Ratepayers
Manager; Community Experiences & Diversity Team; Members of the Community
Reader and Reference Services Team; Learning Te Ngai Taahuriri RGnanga
Connections Coordinator; Content & Discovery Team; School and Educational Groups
Other Council Staff, as required Community Groups

Is there an approved delegated authority for this role? [ IYes 0 No

If yes, state limit for role $:

If yes, is this role responsible for that budget? [JYes _ 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)

Customer Service

Circulation Services

Programme Delivery

Collection Maintenance

Digital Literacy

Measure (successful when)

Front line services to hapori typically requiring in-depth
professional knowledge and skills, are provided to a high
standard.

Roving reader advisory and reference services, using both
electronic and print resources, are provided at a professional
level.

Commitment to Te Tiriti O Waitangi and Council’s core values is
evident in interactions with staff and customers.

Event and facility bookings, Metro card sales and service, cash
handling, and typical library sales and circulation activities, are
completed in a timely and accurate manner, and with appropriate
communication to customers.

Customer privacy is protected & integrity of data is maintained.
Customer behaviour and emergency incidents are handled
appropriately and reported promptly.

Programmes, events and classes information are planned for
and delivered for all ages to a consistently high standard.

Hapori are supported in their use of library technologies and
electronic information resources.

The library’s equipment and systems are well maintained.

Collection maintenance processes, including shelving, stock
rotation, dead lists and discards, are carried out to a high
professional standard.

Digital skills and competency are kept continually relevant to the
mahi and demands of Libraries.

The community are supported to confidently use and harness the
potential of continually changing technologies, digital tools and
on-line applications and services.
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Key Result Areas Continued

KPI (area of responsibility)

Diversity

Measure (successful when)

Staff feel comfortable to be themselves at work and a culture of
embracing diversity is evident.

Te Reo Maori is used appropriately and positively in verbal and
written communications.
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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

. . A library qualification and/or relevant tertiary diploma qualification with a
further information:

willingness to study towards a library qualification.

Knowledge/Experience

Minimum requirement for the role: 2-3 years

Required to draw on skills and experience related to specific activities, equipment, or
work practices.

Further information: Experience in customer service, typically requiring in-depth knowledge and

skills, including the use of print & electronic resources, to a range of customer
groups. Experience in delivering programmes, maintaining systems and / or
managing a specific area of the collection. Experience in working with library
systems & utilising electronic information resources.

Attributes

Ability to adapt and thrive in a changing environment where the technologies and customer service model are continually
evolving.

Ability and stamina to perform the physical aspects and work-rate of the job to the standard required and in a safe
manner.

A genuine interest in working with diverse groups of people and assisting them with their information, reading and
recreational needs.

Skills

Expertise to work in an advisory capacity, and as part of a team, providing excellent customer service and support.
Skills to support customers in their use of technologies and resources.

Ability to work in busy conditions and with tight timeframes.

Proven oral and written communication skills.

Sound computer literacy.
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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 ~ Luke Sole Date June 2025
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	TRIM: 260119007665
	KPI: Customer Service 
	KPI 1: Circulation Services
	KPI 2: Programme Delivery
	KPI 3: Collection Maintenance
	KPI 4: Digital Literacy
	Measure: Front line services to hapori typically requiring in-depth professional knowledge and skills, are provided to a high standard.
Roving reader advisory and reference services, using both electronic and print resources, are provided at a professional level.
Commitment to Te Tiriti O Waitangi and Council’s core values is evident in interactions with staff and customers.
	Measure 1: Event and facility bookings, Metro card sales and service, cash handling, and typical library sales and circulation activities, are completed in a timely and accurate manner, and with appropriate communication to customers. 
Customer privacy is protected & integrity of data is maintained.
Customer behaviour and emergency incidents are handled appropriately and reported promptly.
	Measure 2: Programmes, events  and classes information are planned for and delivered for all ages to a consistently high standard. 

Hapori are supported in their use of library technologies and electronic information resources.

The library’s equipment and systems are well maintained.
	Measure 3: Collection maintenance processes, including shelving, stock rotation, dead lists and discards, are carried out to a high professional standard.
	Measure 4: Digital skills  and competency  are  kept continually relevant to the mahi and demands of Libraries.
 
The community are supported to confidently use and  harness the potential of continually changing technologies, digital tools and on-line applications and services. 
	KPI 6: Diversity
	KPI 7: 
	KPI 8: 
	KPI 9: 
	KPI 10: 
	Measure 6: Staff feel comfortable to be themselves at work and a culture of embracing diversity is evident.
Te Reo Māori is used appropriately and positively in verbal and written communications.
	Measure 7: 
	Measure 8: 
	Measure 9: 
	Measure 10: 
	Specific Education / Qualifications: A library qualification and/or relevant tertiary diploma qualification with a willingness to study towards a library qualification.
	Attributes: Ability to adapt and thrive in a changing environment where the technologies and customer service model are continually evolving.
Ability and stamina to perform the physical aspects and work-rate of the job to the standard required and in a safe manner.
A genuine interest in working with diverse groups of people and assisting them with their information, reading and recreational needs. 
	Skills: Expertise to work in an advisory capacity, and as part of a team, providing excellent customer service and support.
Skills to support customers in their use of technologies and resources.
Ability to work in busy conditions and with tight timeframes.
Proven oral and written communication skills.
Sound computer literacy.
	MinimumEducation: [National Certificate Level 5 (1-2 year Cert/Dip)]
	Experience further information: Experience in customer service, typically requiring in-depth knowledge and skills, including the use of print & electronic resources, to a range of customer groups. Experience in delivering programmes, maintaining systems and / or managing a specific area of the collection. Experience in working with library systems & utilising electronic information resources.
	Experience: [2-3 years]
	MinimumEducationDetail: Under-graduate diploma and/or technical certificate (please specify)
	ExperienceDetail: Required to draw on skills and experience related to specific activities, equipment, or work practices.
	Position Description Approved by: Luke Sole
	Approved date: June 2025
	Purpose of Position: Contribute to and add value to welcoming, professional and responsive library and information and services.
Deliver dynamic front-line services, community learning programmes and support to maximise hapori engagement with Waimakariri Libraries collections, programmes and spaces.
Make meaningful connections working alongside hapori and visitors to Waimakariri Libraries, helping them to be aware of and confidently connect and use the wide range of digital and print resources, technologies and services available to them.
Recognise and respond with manakitanga to the diversity of community need, sometimes unrelated to the "traditional" business of libraries  as the acceptance of libraries as "the community's hub"  continues to evolve.
Promoting reading and literacy, and working alongside people to support lifelong learning and discovery
Contribute to the maintenance of the library’s  collections, equipment and systems, including daily banking and cash reconciliation. 
	Responsible to: Team Leader Operations
	Responsible For: Nil
	Internal 2: Team Leader Learning & Heritage; District Libraries Manager; Community Experiences & Diversity Team; Reader and Reference Services Team; Learning Connections Coordinator; Content & Discovery Team;
Other Council Staff, as required
	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
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