@) WAIMAKARIRI

DISTRICT COUNCIL

Position Description

Position Title

Rates Officer (Fixed Term)

Location Department
Rangiora Service Centre Finance & Business Support
Contract Type Unit
-3
Fixed gEﬁ Customer Services
Date Team
2
15 August 2025 2*a Rates & Debtors

Organisation Context

( : : N
Chief Executive

\\ J
l <
N
o
(q\]
® ® ® :
Ke)
IS
(]
3
Utilities & Roading Community & Recreation Finance & Business Support “
3 Waters Aquatic Facilities Governance E
Project Delivery Unit Greenspace Information & Technology Services 2
Roading Libraries Finance S
Solid Waste ¢ Community é Customer Services o .
Water Unit Regeneration 8
O © O
o
L
[0
Organisational Planning, Regulation Strategy, Engagement, g
Development & HR & Environment Economic Development €]
Health Safety & Wellbeing Building Communications & Engagement 2
Human Resources Plan Implementation Strategy & Business o
o
Environmental Services Emergency Management =)
Development Planning §

Waimakariri District Council Position Description -




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 Council collects $143M in rates from 27400 individual rating units (2025 figures), including rates collected under
contract on behalf of Environment Canterbury and Hurunui District Council.

Administration of the rates setting process to ensure the consistent application of Council policies and legislation as it
relates to rates and the efficient and accurate operation of the rating system.

Assist the Credit Controller with the recovery of rates and sundry debts.

Key Relationships

Responsible to

Rates and Debtors Team Leader

Responsible for

Nil

Internal External

General Manager Finance and Business Support Ratepayers

Rates Team Valuation Database Contractor (Quotable Value)
Credit Controller Rates External Print-house Contractor

Finance Team Property Developers

IT GIS & BATs Legal Firms

Is there an approved delegated authority for thisrole? [VIYes _ No

If yes, state limit for role $: 3,000

If yes, is this role responsible for that budget? [JYes 0O 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 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)

Set and assess annual rates and quarterly instalments and
process arrears and instalment penalty runs in accordance with
legislation, Council policy and annual rates resolutions.
Reconcile expected revenue to budgeted revenue, reporting any
variance to the Rates and Debtors Team Leader.

Prepare and print/email rates assessments and invoices and
other communications/notices.

Process rates adjustments and refunds, receipt allocations and
balance transfers.

Providing excellent customer service to both internal and external
clients in response to queries relating to rating matters.
Resolve customer enquiries on property/rating issues.

Process applications for rates rebates

Proactively promote the rates rebate scheme

Monthly claims for reimbursement of rebates from Dept Internal
Affairs (DIA)

Assist the Credit Controller with rates and sundry debtors
collection, including negotiation of payment arrangements.

Ensure that rates remission policy entitlements are set up in the
database and remissions are processed accurately.

Measure (successful when)

Rates setting and penalty processes follow correct procedure
including calculation of remissions and annual direct debit
recalculation to produce accurate results evidenced through
checking and audit.

Statutory and business process time frames and deadlines are
achieved.

Ensure that all financial transactions have supporting
documentation, correct authorisation and meet deadlines.
Accurate rates notices are sent out on time.

Enquiries are answered efficiently and professionally within
agreed time frames using a practical approach to problem
solving.

Responses are complete and friendly and delivered in a manner
that enhances the reputation of the Council.

DIA requirements regarding eligibility are met

Ratepayers are aware of their entittements and the process to
claim rebates

Claims to DIA are accurate and on time

Customers are aware of payment options.

Accounts in dispute are minimised.

Customer disputes or requests for additional information are
answered or referred promptly.

Payment plans are realistic and work for both Council and the
customer.

Long-term debt is minimised.

Rates Remissions are granted in accordance with current policy
and are reviewed annually prior to rates setting.
Information is updated as circumstances change.
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Key Result Areas Continued

KPI (area of responsibility) Measure (successful when)

Ensure that kerbside bin allocations are correctly recorded in the  Kerbside bin rating records are correctly maintained.
rating records and reconciled with the bin register.
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Person Specification

Education/Qualifications

Minimum requirement for the role: National Certificate Level 4

Trade/occupation-related certificate or equivalent (please specify)

Specifications and/or

. ) Current unrestricted drivers licence is desirable
further information:

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: Understanding of the New Zealand land system

Local Government experience, previous employment at a Territorial or
Regional Council is desirable

3-5 years experience in a similar Local Government role, or property based
role would be an advantage

Attributes

Team player with a positive and enthusiastic attitude and strong personal values

A friendly and professional manner with a strong customer focus

Shares best practice and learning across own team and organisation

Sound judgement with the confidence to make a decision. Seek assistance if required.

Able to adapt to change and be proactive in looking for continuous improvement

Self aware and able to receive feedback. Ability to work with minimum supervision, handle high pressure periods
Confidentiality and discretion in sensitive situations

Ability to build great working relationships at all levels

Skills

Demonstrates active listening

Strong oral and written communication skills with a high level of accuracy

Great interpersonal skills

Excellent numeracy and analytical skills

A high level of computer literacy including proven competence with Microsoft Office products
Organised systems person, accurate with good attention to detail

Excel skills at an intermediate level

Waimakariri District Council Position Description -




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 ~ Maree Harris Date 18.08.2025
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	TRIM: 250819153058
	KPI: Set and assess annual rates and quarterly instalments and process arrears and instalment penalty runs in accordance with legislation, Council policy and annual rates resolutions.
Reconcile expected revenue to budgeted revenue, reporting any variance to the Rates and Debtors Team Leader.
Prepare and print/email rates assessments and invoices and other communications/notices.
Process rates adjustments and refunds, receipt allocations and balance transfers.
	KPI 1: Providing excellent customer service to both internal and external clients in response to queries relating to rating matters.
Resolve customer enquiries on property/rating issues.

	KPI 2: Process applications for rates rebates 
Proactively promote the rates rebate scheme
Monthly claims for reimbursement of rebates from Dept Internal Affairs (DIA)
	KPI 3: Assist the Credit Controller with rates and sundry debtors collection, including negotiation of payment arrangements.
	KPI 4: Ensure that rates remission policy entitlements are set up in the database and remissions are processed accurately.
	Measure: Rates setting and penalty processes follow correct procedure including calculation of remissions and annual direct debit recalculation to produce accurate results evidenced through checking and audit.
Statutory and business process time frames and deadlines are achieved.
Ensure that all financial transactions have supporting documentation, correct authorisation and meet deadlines.
Accurate rates notices are sent out on time.
	Measure 1: Enquiries are answered efficiently and professionally within agreed time frames using a practical approach to problem solving.
Responses are complete and friendly and delivered in a manner that enhances the reputation of the Council.

	Measure 2: DIA requirements regarding eligibility are met
Ratepayers are aware of their entitlements and the process to claim rebates
Claims to DIA are accurate and on time
	Measure 3: Customers are aware of payment options.
Accounts in dispute are minimised.
Customer disputes or requests for additional information are answered or referred promptly.
Payment plans are realistic and work for both Council and the customer.
Long-term debt is minimised.
	Measure 4: Rates Remissions are granted in accordance with current policy and are reviewed annually prior to rates setting.
Information is updated as circumstances change.
	KPI 6: Ensure that kerbside bin allocations are correctly recorded in the rating records and reconciled with the bin register.
	KPI 7: 
	KPI 8: 
	KPI 9: 
	KPI 10: 
	Measure 6: Kerbside bin rating records are correctly maintained.

	Measure 7: 
	Measure 8: 
	Measure 9: 
	Measure 10: 
	Specific Education / Qualifications: Current unrestricted drivers licence is desirable
	Attributes: Team player with a positive and enthusiastic attitude and strong personal values
A friendly and professional manner with a strong customer focus
Shares best practice and learning across own team and organisation
Sound judgement with the confidence to make a decision. Seek assistance if required.
Able to adapt to change and be proactive in looking for continuous improvement
Self aware and able to receive feedback. Ability to work with minimum supervision, handle high pressure periods
Confidentiality and discretion in sensitive situations
Ability to build great working relationships at all levels
	Skills: Demonstrates active listening
Strong oral and written communication skills with a high level of accuracy
Great interpersonal skills
Excellent numeracy and analytical skills
A high level of computer literacy including proven competence with Microsoft Office products
Organised systems  person, accurate with good attention to detail
Excel skills at an intermediate level
	MinimumEducation: [National Certificate Level 4]
	Experience further information: Understanding of the New Zealand land system 
Local Government experience, previous employment at a Territorial or Regional Council is desirable
3-5 years experience in a similar Local Government role, or property based role would be an advantage
	Experience: [4-5 years]
	MinimumEducationDetail: Trade/occupation-related certificate or equivalent (please specify)
	ExperienceDetail: Needs to draw on relevant longer-term experience specific to the job and work demands, acquired over time.
	Position Description Approved by: Maree Harris
	Approved date: 18.08.2025
	Purpose of Position: The Council collects $143M in rates from 27400 individual rating units (2025 figures), including rates collected under contract on behalf of Environment Canterbury and Hurunui District Council.

Administration of the rates setting process to ensure the consistent application of Council policies and legislation as it relates to rates and the efficient and accurate operation of the rating system.

Assist the Credit Controller with the recovery of rates and sundry debts.


	Responsible to: Rates and Debtors Team Leader
	Responsible For: Nil
	Internal 2: General Manager Finance and Business Support
Rates Team
Credit Controller
Finance Team
IT GIS & BATs
	External 2: Ratepayers
Valuation Database Contractor (Quotable Value)
Rates External Print-house Contractor
Property Developers
Legal Firms
	Delegated authority: Yes
	Delegated authority limit: 3,000
	Budget responsibility : no
	Vetting requirement: no
	Childrens Act: no
	Core or non-core worker: []
	Position Title: Rates Officer (Fixed Term)
	Location: [Rangiora Service Centre]
	Contract Type: [Fixed]
	Date: 15 August 2025
	Department: [Finance & Business Support ]
	Unit: [Customer Services]
	Team: [Rates & Debtors]


