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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

The Operations Team Leader ensures efficient daily operations across all library sites, leading new staff induction,
district-wide rostering, and management of casual staff to maintain high service standards and stay within budget. The
role oversees monitoring and reporting to highlight community impact, identify service gaps, and ensure services adapt
to changing district needs. You will also be a key contact for community groups using library spaces, fostering strong
relationships that support positive outcomes.

You will manage library systems, technology and facility standards, ensuring, safe, well-maintained, and welcoming
environments. This includes coordinating with contractors and Council teams to resolve building issues quickly. As part
of the Libraries Leadership Team, you will contribute to future-focused services, strategic planning and initiatives that
enhance Waimakariri Libraries long-term impact.

Key Relationships
Responsible to

District Libraries Manager

Responsible for

Operations Team

Internal External

District Libraries Manager; Libraries Leadership Team Residents and Ratepayers; Library volunteers
Wider Library staff; Community and Recreation Manager Community Groups; Te Ngai Taahuriri RGnanga
Greenspace Manager & Facilities Team Public Libraries New Zealand (PLNZ)

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 [0 No

If yes, does this role fall under the Childrens Act 2014? [IYes | 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)

Team Leadership

Staff induction & training

Managing casual staff

Staff rostering

External Relationship Management

Measure (successful when)

Leadership of the Operations Team is conducted to a high
standard, with a solutions-focused, inclusive culture.
Leadership, supervision, training and professional support is
regularly provided and available to all team members.

New staff across teams are well supported and taken through a
clear & positive induction programme that instills an
understanding of Waimakariri District Council's vision and values,
and what professionalism and excellence mean in the context of
future-focused libraries in Aotearoa.

Staff training is well co-ordinated and records well maintained.

The casual team are rostered fairly to support the continuity of
library service within budget.

Casual staff feel they are a valued part of the team and have
opportunities for regular coaching, performance reviews, training
and development.

Staff rosters are maintained across library branches, ensuring
service levels can be met or exceeded. Gaps are identified &
effective solutions found in good time.

Accurate documentation regarding staff schedules is maintained.

Manage relevant relationships with community groups offering
services within the libraries (e.g. Justices of the Peace) to ensure
excellent communication and co-ordination of services to meet
community needs.

Effective relationships are built and maintained with all
stakeholders
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Key Result Areas Continued

KPI (area of responsibility)

Health & Safety

Building Maintenance

Daily operations

Measure (successful when)

Health and Safety incidents are managed and reported on
according to Council policy.

The way the Libraries Team works is compliant with Health and
safety legislation and Council policy, so that staff are kept well at
work, and customers are kept safe in our libraries.

Excellent communication and positive relationships are
maintained with Council colleagues and contractors so that library
buildings are well maintained and presented, and any issues are
resolved quickly with minimal impact to the community (hapori).
Building systems are managed to ensure safe, secure, and up to
date operations.

Day-to-day operations at each library run smoothly; issues are
solved quickly and efficiently and a continuous improvement
mindset is evident among the team.

The team are encouraged to speak up if they see something that
could be done better, and are empowered to effect change.
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Person Specification

Education/Qualifications

Minimum requirement for the role: Graduate Dip Level 7, General Deg OR equiv level of knowledge

Specifications and/or

. . Recognised library qualification or teritary qualification in relevant discipline
further information:

preferred

Knowledge/Experience

Minimum requirement for the role: 4-5 years

Needs to draw on relevant longer-term experience specific to the job and work
demands, acquired over time.

Further information: . L . I
Recent experience working in Libraries or community facilities.

Staff and facilities management experience

Experienced in team leadership, especially in a dynamic library or community
service environment. A sound understanding of public library services and the
role of the public library as a community hub.

Attributes

An energetic, community-minded team player who delivers excellent customer service and supports diverse groups.
Able to coach others through change and thrive in a fast-paced evolving environment with shift technologies and service
models. Shows strong personal responsibility for developing digital skills, works safely and consistently in the physical
aspects of the role, and maintains valuable professional networks that support team and organisational growth.

Skills

Exceptional organisational skills

People management skills

Proven written and oral communication skills

Data analysis skills

Skills and willingness to contribute to the management of the Libraries and the strategic development of library services.
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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 January 2026
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	TRIM: 230814123437
	KPI: Team Leadership
	KPI 1: Staff induction & training
	KPI 2: Managing casual staff 
	KPI 3: Staff rostering
	KPI 4: External Relationship Management 
	Measure: Leadership of the Operations Team is conducted to a high standard, with a solutions-focused, inclusive culture. 
Leadership, supervision, training and professional support is regularly provided and available to all team members.  


	Measure 1: New staff across teams are well supported and taken through a clear & positive induction programme that instills an understanding of Waimakariri District Council's vision and values, and what professionalism and excellence mean in the context of future-focused libraries in Aotearoa.
Staff training is well co-ordinated and records well maintained.
	Measure 2: The casual team are rostered fairly to support the continuity of library service within budget.

Casual staff feel they are a valued part of the team and have opportunities for regular coaching, performance reviews, training and development.  
	Measure 3:  Staff rosters are maintained across library branches, ensuring service levels can be met or exceeded. Gaps are identified & effective solutions found in good time.

Accurate documentation regarding staff schedules is maintained.
	Measure 4: Manage relevant relationships with community groups offering services within the libraries (e.g. Justices of the Peace) to ensure excellent communication and co-ordination of services to meet community needs. 

Effective relationships are built and maintained with all stakeholders
	KPI 6: Health & Safety
	KPI 7: Building Maintenance
	KPI 8: Daily operations 
	KPI 9: 
	KPI 10: 
	Measure 6: Health and Safety incidents are managed and reported on  according to Council policy. 

The way the Libraries Team works is compliant with Health and safety legislation and Council policy, so that staff are kept well at work, and customers are kept safe in our libraries. 
	Measure 7: Excellent communication and positive relationships are maintained with Council colleagues and contractors so that library buildings are well maintained and presented, and any issues are resolved quickly with minimal impact to the community (hapori). 
Building systems are managed to ensure safe, secure, and up to date operations. 
	Measure 8: Day-to-day operations at each library run smoothly; issues are solved quickly and efficiently and a continuous improvement mindset is evident among the team. 

The team are encouraged to speak up if they see something that could be done better, and are empowered to effect change. 
	Measure 9: 
	Measure 10: 
	Specific Education / Qualifications: Recognised library qualification or teritary qualification in relevant discipline preferred
	Attributes: An energetic, community-minded team player who delivers excellent customer service and supports diverse groups. Able to coach others through change and thrive in a fast-paced evolving environment with shift technologies and service models.  Shows strong personal responsibility for developing digital skills, works safely and consistently in the physical aspects of the role, and maintains valuable professional networks that support team and organisational growth. 


	Skills: Exceptional organisational skills
People management skills
Proven written and oral communication skills
Data analysis skills
Skills and willingness to contribute to the management of the Libraries and the strategic development of library services.
	MinimumEducation: [Graduate Dip Level 7, General Deg OR equiv level of knowledge]
	Experience further information: Recent experience working in Libraries or community facilities.
Staff and facilities management experience
Experienced in team leadership, especially in a dynamic library or community service environment. A sound understanding of public library services and the role of the public library as a community hub.
	Experience: [4-5 years]
	MinimumEducationDetail: 
	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: January 2026
	Purpose of Position: The Operations Team Leader ensures efficient daily operations across all library sites, leading new staff induction, district-wide rostering, and management of casual staff to maintain high service standards and stay within budget.  The role oversees monitoring and reporting to highlight community impact, identify service gaps, and ensure services adapt to changing district needs.  You will also be a key contact for community groups using library spaces, fostering strong relationships that support positive outcomes. 

You will manage library systems, technology and facility standards, ensuring, safe, well-maintained, and welcoming environments. This includes coordinating with contractors and Council teams to resolve building issues quickly.  As part of the Libraries Leadership Team, you will contribute to future-focused services, strategic planning and initiatives that enhance Waimakariri Libraries long-term impact. 
	Responsible to: District Libraries Manager
	Responsible For: Operations Team
	Internal 2: District Libraries Manager; Libraries Leadership Team
Wider Library staff; Community and Recreation Manager
Greenspace Manager & Facilities Team
	External 2: Residents and Ratepayers; Library volunteers
Community Groups; Te Ngāi Tūāhuriri Rūnanga
Public Libraries New Zealand (PLNZ)
	Delegated authority: no
	Delegated authority limit: 
	Budget responsibility : Off
	Vetting requirement: no
	Childrens Act: Off
	Core or non-core worker: [ ]
	Position Title: Libraries: Team Leader - Operations
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