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Community & Recreation 

Aquatic Facilities
Greenspace

Libraries
Community

Regeneration
Property

Strategic Projects  Planning, Regulation 
& Environment

Building
Plan Implementation

Emergency Management
Environmental Services
Development Planning

Utilities & Roading 

3 Waters
Project Delivery Unit

Roading
Solid Waste

Strategy, Engagement, 
Economic Development

Communications & Engagement
Strategy & Business

Finance & Business Support

Governance 
Water Unit

Information & Technology Services
Finance

Customer Services
Quality & Risk

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.
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Position Details

Key Relationships

Purpose of Position

Internal External

Responsible to

Responsible for
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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

Knowledge / Experience

Attributes

Skills
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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: Building Unit Administration Officer 
	Team: [Building Administration ]
	Unit: [Building]
	Contract Type: [Permanent]
	Location: [Rangiora Service Centre]
	Department: [Planning, Regulation & Environment]
	Date: 14 July 2022
	Internal 2: Development Planning Manager
Development Manager
Project Delivery Unit Manager
Three Waters Manager
Building Unit Manager
Building Unit Team Leaders
Building Inspectors
Building Administration Team
Compliance & Enforcement Team
Environmental Services Team
Subdivision Engineers
Property Team
Planning Unit

	Responsible to: Building Unit Administration Team Leader 
	Responsible For: Nil
	Purpose of Position: The Building Unit Administration Officer is responsible for providing administrative support to the Building Consent Officers, PIMS, Inspection and Compliance teams, delivering high quality customer service internally and externally. The role is critical in assisting the Unit to meet its statutory time-frames and in ensuring that office systems and standards are maintained to a high level that allows for the ready retrieval of documents and other information.

	External 2: Elected Members
Community Board Members
Te Ngai Tuahuriri Runanga
Environment Canterbury
Neighbouring Councils
Public
Consultants
Engineers
Designers
Architects
Contractors

	TRIM: 191106154797
	KPI: Non technical vetting and setting up of applications in our electronic systems for; Building Consents, PIMS & Compliance Checks, Building Exemptions, Amendments, Minor Variations, Certificate of Public Use, Notice to Fix, Certificate of Acceptance, Compliance Schedules, Swimming Pools and Schedule 1 (2) applications.
	KPI 1: Review and manage incoming correspondence 
Manage scanning of hard copy application forms and other HC documentation received.  Allocation of service requests to appropriate staff, Adding of markers in Waimap to identify BC's. Generate records of title on request
Update change of ownership details in relevant systems
Receive and record drainage plans in relevant systems

	KPI 2: Receive and manage all Inspection bookings
Liaise with the Inspection Team leader to ensure workloads are shared evenly.
Manage GoGet admin functions i.e. warning memo's, relevant building documents for inspectors.

	KPI 3: Granting/Issuing of building consents, amendments, minor variations, Certificate of Public Use, Certificate of Acceptance, Notice to Fix, Compliance Schedules and Swimming Pools, Schedule 1 applications,
Manage Lapsed and withdrawn applications
Collate printing of consent plans/specification documents when requested. Floor plan documentation sent to QV monthly

	KPI 4: Set up & process daily Building Unit journal
Process bank and receipt payments
Process refunds/credits and transfers. 
Set up customers in Sharefile portal 
Uploading and downloading of plans/building documentation in Sharefile folders
Follow up outstanding consent deposits and Vetting RFI's 
Manage and monitor Tech 1 Alerts

	KPI 5: Respond to customer inquiries on;
-Consent progress
-Status of application
-Complaints
-Pass around calls to relevant staff
-Liaise with other Council staff as appropriate
	Measure: Vet applications (plans, specifications and supporting documents) for completeness utilising established checklists. Correspondence with applicants is sent in a timely manner. Formally receive applications in Tech 1
Application data is entered into T1 promptly and accurately,  relevant events completed and consent stage decision is correct.

	Measure 1: Correspondence is entered into TRIM/GoGet following established naming protocols 
Documentation is circulated to the relevant individuals 
BU Outlook in-boxes for general inquiries, amendments, minor variations, are actioned & responded to daily.

	Measure 2: Bookings are allocated to team members having due regard to their competencies, complexity of the building work, time frame necessary to carry out the inspection and the location of sites.Booking reminders sent to customers 24hrs prior. Updating email contact for inspections to enable the customer to received results.
Warning Memo's in GoGet are added & up to date
Required building documentation added to GoGet for inspectors to reference during inspections. 

	Measure 3: Granting/Issuing , invoices, letters, certificates and other documents as instructed by staff with delegated authority are processed within required time frames.

Create and complete events in T1, add consent forms, inspection lists to building consent documents,stamp & finalise issued plans/documents in TRIM.   

Complete relevant events in Tech 1 & raise charges for lapsed consents and refund unused fees for withdrawn applications

The administration of Sect 72-75, raise charges associated to costs incurred for processing these.
	Measure 4: T1 events are completed promptly and accurately.
Refund and Credit forms completed and sent to Debtors team for processing. 
Follow up deposit/vetting emails are TRIMMED

	Measure 5: All queries are responded to in a respectful and timely manner.

Positive feedback from both internal and external customers.
	KPI 6: Provide administrative support to Compliance Team i.e. BWOF/CS & Code Compliance.
	KPI 7: Provide knowledge and feedback from an administrative perspective to assist the Quality Systems Coordinator in developing and maintaining the quality management system.

	KPI 8: Undertake or assist with any other project or task as necessary as directed by the Team Leader,  Unit Manager or  Department Manager.

	KPI 9: 
	KPI 10: 
	KPI 11: 
	Measure 6: Assist with incoming correspondence by TRIMMING and updating relevant Tech 1 events
	Measure 7: Process improvements are raised and implemented

Procedures are updated and confirmation via audits that staff are following these.

	Measure 8: A degree of flexibility and adaptability demonstrated. 

Projects and duties completed within agreed
time frames.
	Measure 9: 
	Measure 10: 
	Measure 11: 
	Essential Knowledge / Experience: • At least 5 years’ experience working in office administration.
• A good understanding of the regulatory frame work.
• Good overall knowledge of building control policies and procedures.
• Computer literate with software proficiency covering a variety of applications.
• A good understanding of the maintenance of records, filing systems and other information systems.
• An understanding of the Council environment, and an appreciation for the political and sensitive nature of Local Government.

	Education / Qualifications: Essential
• Related tertiary qualification, such as a Level 4 certificate - e.g New Zealand Certificate in Business (Administration and Technology) or;
• 5 years secondary schooling with a further full time study for 2-3 years in a technical or specialised field.

Desirable
• Minimum of 3 years’ experience in a similar role or demonstrated capacity through a related role to perform the functions of this role with minimal training.

	Essential Attributes: • Engages with colleagues and members of the public in a respectful manner.
• Good collaborator who encourages creativity and growth within the team.
• A high level of integrity and honesty and the ability to remain professional in difficult situations.
• Works willingly with others and shares best practice and learnings across own team/organisation.
• Demonstrated ability to organise and prioritize busy workloads.
• A demonstrated commitment to quality customer service and continuous process improvement.
• Self – motivated with initiative.
• Displays professionalism, honesty, integrity, and reliability.

	Essential Skills: • Planning, organisational, time management and problem solving skills.
• Able to communicate clearly, openly and concisely through all forms of media.
• Is a good listener and able to remain professional at all times.
• Good public relation skills to enable successful communication with people from all sections of the Waimakariri community.
• Accurate and concise record keeping, with a strong attention to detail.
• Relationship building – establishes a productive, cooperative and inclusive environment with others.
• High level of computer literacy with the ability to quickly adapt to new software and systems.
• Is able to co-ordinate internal staff and external contractors to work together in a collaborative manner.
• Resilience and ability to cope under pressure.

	Position Description Approved by: GM Planning, Regulation & Environment 
	Approved date: 14.07.2022


