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Position Description

Position Title

Minute Taker

Location Department

Rangiora Service Centre — Ashley Building Community & Recreation
Contract Type Unit

Casual 8E§ Community Team

Date Team

February 2024 e Not Applicable

Organisation Context

Chief Executive
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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 administrative support to enhance the work of the Community Team.

To attend monthly Community-led Group meetings and to take, type up and circulate accurate minutes for these

meetings.

Key Relationships

Responsible to

Community Team Manager

Responsible for

Nil

Internal

Community Team Manager
Community Development Team Leader
Community Development Facilitators
Youth Development Facilitator

Community Team Administration Support

External

Waimakariri Youth Council
Waimakariri Health Advisory Group
Waimakariri Access Group

Social Services Waimakariri

Waimakariri Migrants Steering Group

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)

Take, type up and circulate accurate minutes for the following
monthly meetings:

- Waimakariri Access Group

- Waimakariri Health Advisory Group

- Waimakariri Youth Council

- Social Services Waimakariri

- Waimakariri Migrants Steering Group

Measure (successful when)

Draft minutes to be reviewed by the appropriate Group

chairperson and by the Community Team Manager or delegated
authority.

Minutes shall be accurately prepared and circulated no
later than 10 working days following each meeting.
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Person Specification

Education/Qualifications

Minimum requirement for the role: NCEA Level 2

Specifications and/or

further information: 6th Form Certificate equivalent) as a minimum requirement.

Knowledge/Experience

Minimum requirement for the role: 1-2 years

The level required to perform routine work practices, able to be mastered
quickly.

Further information: ) . . . L
A good understanding of and experience using word processing applications.

Experience taking accurate minutes and notes at meetings and producing neat
and tidy documents. A degree of familiarity with the health, social and
community sectors.

Skills

Self motivated with effective time management and organisational skills.
Strong typing skills.

Good computer literacy, particularly in relation to Microsoft Word.
Excellent communication skills.

Is a good listener and able to remain professional at all times.

Attributes

Works effectively within a team environment.

Able to work with minimal supervision.

Detail orientated and results driven.

Highly focused and accurate with a professional friendly manner.

Engages respectfully with colleagues and members of the community.
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Core Competencies

Taking Ownership
Accepts responsibility and is
accountable for actions.

Community & Customer Focus
Views actions and services
through our customers eyes.

[

Self-awareness
Understands their
behaviour and its
impact on others.

Collaboration
Works proactively &———
with others.

Shi
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Best Value Solutions
Works with a solutions-

Planni 0 .
focused mindset. anning & Organising

Coordinates our resources
to best effect.
Being Innovative & Adaptive
Continuously finds better ways
of doing business.

Open & Effective
Communication

People are connected and 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 Rinanga.

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 1€ssa Sturley Date February 2024
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	Position Title: Minute Taker
	Team: [Not Applicable]
	Unit: [Community Team]
	Contract Type: [Casual]
	Location: [Rangiora Service Centre – Ashley Building]
	Department: [Community & Recreation]
	Date: February 2024
	Internal 2: Community Team Manager

Community Development Team Leader 

Community Development Facilitators

Youth Development Facilitator 

Community Team Administration Support
	Responsible to: Community Team Manager
	Responsible For: Nil
	Purpose of Position: To provide administrative support to enhance the work of the Community Team.

To attend monthly Community-led Group meetings and to take, type up and circulate accurate minutes for these meetings. 
	External 2: Waimakariri Youth Council

Waimakariri Health Advisory Group

Waimakariri Access Group

Social Services Waimakariri

Waimakariri Migrants Steering Group
	TRIM: 190218018062
	Delegated authority: no
	Delegated authority limit: 
	KPI: Take, type up and circulate accurate minutes for the following monthly meetings:
- Waimakariri Access Group
- Waimakariri Health Advisory Group
- Waimakariri Youth Council
- Social Services Waimakariri
- Waimakariri Migrants Steering Group
	KPI 1: 
	KPI 2: 
	KPI 3: 
	KPI 4: 
	Measure: Draft minutes to be reviewed by the appropriate Group
chairperson and by the Community Team Manager or delegated authority.

Minutes shall be accurately prepared and circulated no
later than 10 working days following each meeting.
	Measure 1: 
	Measure 2: 
	Measure 3: 
	Measure 4: 
	Specific Education / Qualifications: 6th Form Certificate equivalent) as a minimum requirement. 
	Skills: Self motivated with effective time management and organisational skills.

Strong typing skills.

Good computer literacy, particularly in relation to Microsoft Word.

Excellent communication skills.

Is a good listener and able to remain professional at all times.
	Essential Attributes: Works effectively within a team environment.

Able to work with minimal supervision.

Detail orientated and results driven.

Highly focused and accurate with a professional friendly manner.

Engages respectfully with colleagues and members of the community.
	minimum education: [NCEA Level 2]
	Experience further information: A good understanding of and experience using word processing applications.
Experience taking accurate minutes and notes at meetings and producing neat and tidy documents. A degree of familiarity with the health, social and community sectors.
	Experience: [1-2 years]
	Position Description Approved by: Tessa Sturley
	Approved date: February 2024
	ExperienceDetail: The level required to perform routine work practices, able to be mastered quickly.


