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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 $:

If yes, is this role responsible for that budget?    Yes   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.    Yes   No

If yes, does this role fall under the Childrens Act 2014?    Yes   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) Measure (successful when)
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Key Result Areas Continued

KPI (area of responsibility) Measure (successful when)



  Waimakariri District Council Position Description - 

Key Result Areas

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:

Attributes

Skills



  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.
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		KPI - extra page: Complete progress reports to ESU Manager for Food, Alcohol and Licensing.




		KPI 1 - extra page: Undertake engagement with key stakeholders to promote positive and professional relationships by coordinating information seminars for businesses in regard to Food, Alcohol and licensing. 


		KPI 2 - extra page: Complete all development plans in appropriate time frames and have discussion throughout the year.

Monitor the performance and workloads of direct reports to ensure that objectives are met.

		KPI 3 - extra page: 

		KPI 4 - extra page: 

		Measure - extra page: All reporting completed within 1 week of the end of the month.

		Measure 1 - extra page: Yearly seminar completed for Alcohol-Food and other Licensee businesses.

		Measure 2 - extra page: Development Plans completed.


All reporting staff meet their objectives

		Measure 3 - extra page: 

		Measure 4 - extra page: 

		TRIM - extra page: 





	TRIM: 230725152592
	KPI 6: Complete alcohol license premises monitoring site visits

	KPI 7: Ensure proper care of plant and equipment.
	KPI 8: Support Civil Defence emergencies that require Environmental Health support in partnership with the appropriate authority and also generally support the Civil Defence team when required.


	KPI 9: Assist team members to prepare for alcohol licensing hearings.



	KPI 10: Investigate and respond to relevant service requests. 

Champion a culture of negotiation and conflict resolution and resolve where possible contentious, sensitive, and complex concerns of customers.
	Measure 6: Maintain a high level of knowledge in terms of all relevant legislation, requirements, procedures and competency.



	Measure 7: Plant and equipment are checked monthly and necessary repair work or replacements are sourced in a timely manner. 


	Measure 8: Any jobs allocated to Environmental Health are handled appropriately and the Civil Defence team supported when required.

Mentoring provided to and empathy shown towards team members with daily communication with peers. 
	Measure 9: Team Performance indicators are tracked and rated as positive.  Hearings run smoothly and professionally.

A positive working relationship is maintained with the Environmental Services Team.  All reports meet a high standard of explanation and recommendations.
	Measure 10: Service requests investigated and responded to in an efficient and timely manner.
Members of the public are communicated with in a courteous, helpful and empathetic manner, including regular progress updates.  Positive feedback received.
Inform the Environmental Services Manager of escalated issues.
	Specific Education / Qualifications: Degree/diploma in Environmental Health or equivalent. Recognised verifier for Template Food Control Plans (preferred not mandatory). Government Regulation (G Reg) Qualifications Skills NZ - Level 3 and 4 minimum (preferred not mandatory). A current full drivers licence
	Attributes: Flexible and adaptable to situations.
Capable of working independently and being self-motivated to achieve high quality results in a changing environment.
Able to work effectively in a team environment.
Displays respect, honesty, integrity, self awareness and reliability.
A demonstrated commitment to quality customer service and continuous improvement.
Able to handle high pressure periods and seek assistance if required.
Follows up work allocated tasks and delegated tasks to ensure expected outcomes are achieved.
Maintains confidentiality and professionalism.
	Skills: Proven inter-personal and leadership skills and the ability to establish and build on working relationships effectively.
Sound interpretative, analytical and problem solving skills.
Effective communication and public relation skills, both orally and written.
Competent in computer programs and digital processes.
Able to read, interpret, and understand legislation.
Actively listens and is able to remain professional at all times.
Ability to use initiative to complete workloads allocated to the team.
	MinimumEducation: [Graduate Dip Level 7, General Deg OR equiv level of knowledge]
	Experience further information: Minimum 3 years experience in Environmental Health and Local Government. 
Experience as a Food Verifier for Template Food Control Plans. Knowledge of a TA's responsibility under the following Acts:- Food Act 2014; Sale and Supply of Alcohol Act 2012; Health Act 1956; Local Government Act 2002; Skilled & confident with computers / databases - EDMS, Tech1, Word & Excel
	Experience: [3-4 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: Billy Charlton
	Approved date: October 2024
	Purpose of Position: - To carry out all duties of an Environmental Health Officer and Licensing Inspector.
- To ensure a consistent level of service, and promote community safety through education and monitoring. To also maintain relations with the community, businesses and relevant outside agencies.
- As a team member of the Environmental Services Unit carry out Food, Health and Alcohol monitoring and investigation work, Food Verifications and Enforcement and Alcohol Licence reporting  in a timely manner. 
- Also Permit and Licence reporting as requested by the Team Leader - Environmental Health Team. 
- Carry out the functions of a Food Safety Officer or assist any alternative Food Safety Officer with non-compliance with the Food Act 2014 and complaints regarding the safety and suitability of food. 
- Monitor, engage, educate, and enforce compliance with the Waimakriri District Council requirements pursuant to the Health Act 1956, Food Act 2014 and the Sale and supply of Alcohol Act 2012.  
	Responsible to: Environmental Health Team Leader
	Responsible For: None
	Internal 2: Manager Planning & Regulation; Environmental Services Manager; Animal Management Officers; Compliance Officers; Environmental Health Team; Council staff as required; Civil Defence - Local and regional; Council Members; Elected Members; Community Advisory Borads
	External 2: Customers / Ratepayers; Members of the Community; Contractors; Environment Canterbury; Neighboring Councils; New Zealand Police; Ministry of Health; Ministry for Primary Industries; Ministry of Business, Innovation and Employment
	Delegated authority: no
	Delegated authority limit: 
	Budget responsibility : Off
	Vetting requirement: no
	Childrens Act: Off
	Core or non-core worker: []
	Position Title: Environmental Health Officer
	Location: [Rangiora Service Centre]
	Contract Type: [Permanent]
	Date: October 2024
	Department: [Planning, Regulation & Environment]
	Unit: [Environmental Services]
	Team: [Compliance & Enforcement]
	KPI - extra page: Carry out other such projects and duties, including attending Committee, Advisory Board and Council meetings, as requested by the  Environmental Health Team Leader or the ESU Manager.
	Measure - extra page: A degree of flexibility and adaptability demonstrated.

Projects and duties completed to a high standard and within agreed timeframes.

Actively participates in required meetings, as necessary and/or if appropriate.
	KPI 1 - extra page: Actively seek opportunities to develop personal technical knowledge and skills.

To agree with the Environmental Health Team Leader or the ESU Manager on an annual individual work plan, and to achieve the plan requirements.
	Measure 1 - extra page: Actively participates in professional development opportunities. 

Relevant literature and information is read and understood.  

Active participation in team or external discussions on ESU And compliance matters.
	KPI 2 - extra page: All licensed businesses are monitored at least once per annum.


	Measure 2 - extra page: RPI 95% is met.
	KPI 3 - extra page: All alcohol related reports are completed within 2 weeks.
	Measure 3 - extra page: Reports completed as per requirements.
	KPI 4 - extra page: Communicate and build relationships with key agencies.

Actively contribute to regional/national best practice, guidelines, and initiatives in Food Safety and Environmental Health.  
	Measure 4 - extra page: Create and maintain positive relationships.
	TRIM - extra page: 230725152592
	KPI: Become  a recognised person to carry out food verifications and continue required training to maintain status. 

Carry out food verifications and complete verification reports in a timely manner.
	Measure: Recognised person to verify Template Food Control Plans status acquired  and maintained

Assist/contribute to ensuring that the ESU's KPI of 100% of all food businesses requiring a Food Act registration and food verification is achieved

	KPI 1: Assist the Food Safety Officer with Food Act non-compliances and food safety complaints
	Measure 1: Any Food Act non-compliances and food safety complaints are responded to as per the Food Safety Officer's request
	KPI 2: Carry out licensed premises inspections (alcohol)
	Measure 2: Assist/contribute to ensuring that the ESU's KPI of 95% of licensed premises are inspected 


	KPI 3: Complete alcohol license application reports 


	Measure 3: Successfully complete licensing inspector reports for alcohol licence applications within given legislative time frame 
	KPI 4: Prepare for and deliver evidence in alcohol licence hearings 
	Measure 4: Present evidence in a professional manner covering all legislative requirements 
	KPI - extra page 2: Complete progress reports to ESU Manager for Food, Alcohol and Licensing.



	Measure - extra page 2: All reporting completed within 1 week of the end of the month.
	KPI 1 - extra page 2: Undertake engagement with key stakeholders to promote positive and professional relationships by coordinating information seminars for businesses in regard to Food, Alcohol and licensing. 

	Measure 1 - extra page 2: Yearly seminar completed for Alcohol-Food and other Licensee businesses.
	KPI 2 - extra page 2: Complete all development plans in appropriate time frames and have discussion throughout the year.


	Measure 2 - extra page 2: Development Plans completed.



	KPI 3 - extra page 2: 
	Measure 3 - extra page 2: 
	KPI 4 - extra page 2: 
	Measure 4 - extra page 2: 
	TRIM - extra page 2: 230725152592


