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Community & Recreation 
Aquatic Facilities
Greenspace
Libraries
Community

Strategic & Special Projects
Property

Planning, Regulation 
& Environment

Building
Plan Implementation
Environmental Services
Development Planning

Utilities & Roading 
Infrastructure Resilience 
Project Delivery Unit

Roading
Solid Waste
Water Services
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.govt.nz
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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 Children’s 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)
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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
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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: Rates and Debtors Team Leader
	Team: [Rates & Debtors]
	Unit: [Customer Services]
	Contract Type: [Permanent]
	Location: [Rangiora Service Centre]
	Department: [Finance & Business Support ]
	Date: July 2026
	Internal 2: Customer Services Manager; General Manager Finance and Business Support; Rates Team; Credit Controller; Customer Services Team; Finance Staff; BATS team, GIS team, Governance Team; Unit Managers; Property Team; Asset Managers; Council Staff; Councillors
	Responsible to: Customer Services Manager
	Responsible For: Rates and Debtors team - 6 direct reports
	Purpose of Position: The Council collects $130M in rates from 30,000 individual rating units (2026 figures), including rates collected under contract on behalf of Environment Canterbury and Hurunui District Council.

To lead and support the rates and debtors team in all areas of rates setting, assessment and collection; and sundry debtor management to ensure the Council's legislative, regulatory and policy obligations are met.

Manage the central core databases (Contacts, Property, and Rates) to ensure that all Council staff have access to accurate data to carry out their business.

Champion customer service and the principles of Tā mātou mauri throughout the Council ensuring customers are fairly treated, communications are timely and targeted, and issues are attended to promptly.
	External 2: Ratepayers; Debtors; E-Can Staff, DIA Staff, Legal Advisors; Other District Councils; NZ Post; Quotable Value; Canterbury Rating Officers Group; NZ Rating Officers Executive; Auditors; Te Ngai Tuahuriri Runanga; Retirement Village Managers
	TRIM: 191025149243
	Delegated authority: Yes
	Budget responsibility : no
	Delegated authority limit: 5,000
	Vetting requirement: no
	Childrens Act: Off
	Core or non-core worker: []
	KPI: Train, coach and support the Rates & Debtors Team creating an environment that fosters and develops effective working relationships and high performance.
	KPI 1: Manage the central databases (property, contacts, rates) to ensure accurate data is available to meet organisational and public needs.
	KPI 2: Produce legally compliant annual rates assessments and quarterly invoices for the collection of rates for WDC, HDC and Environment Canterbury
	KPI 3: Management of the Rates Rebate Scheme
	KPI 4: Ensure systems and processes are in place to support the accurate and efficient collection of revenue.
	Measure: Staff are aware of their roles and responsibilities.
Performance reviews are carried out.
Training and development needs for staff are identified, prioritised and addressed within available budgets.
Workloads of direct reports are at an appropriate level evidenced by feedback.
Team performance indicators are positive
	Measure 1: Legislative requirements are met.
Data meets the needs of users.
Data standards are in place and communicated to all users.
Regular database reconciliations and audits are carried out.
The impact of change to databases is considered in respect of all users.
	Measure 2: Rates documents and process complies with legislation and Council Policy, including Environment Canterbury requirements.
Re-assessment of rates due to staff error is low.
Rates remissions are processed in accordance with policy. Delegations are appropriate and regularly reviewed.
Key rating documents have a legal review at least three yearly.
	Measure 3: Processes are in place to complete applications in a safe, efficient and customer friendly manner.
Seasonal staff resources are engaged.
Claims for reimbursement are made in a timely manner.
Take-up of the scheme is maximised through effective communication and promotion.
	Measure 4: Systems are fit for purpose.
Quality data, advice and analysis is available to support rates modelling and requests for data.
Processes are documented and regularly reviewed.
There is a focus on efficiency and continuous improvement. Multiple payment options are available.
Positive steps are taken to grow and promote online options 
	KPI 6: Support the Credit Controller with debt collection processes including the referral of cases for external collection where necessary.
	KPI 7: Maintain a Business Continuity Plan for the activity
	KPI 8: Operate effective internal controls to ensure that the integrity of Council information and personnel is not at risk.
	KPI 9: Liaison with the Customer Services Manager and Manager, Finance and Business Support to develop rating policies that are legally compliant and fit for purpose.
	KPI 10: Customer enquiries are prioritised and managed promptly in a fair and consistent manner that enhances the reputation of the Council.
	Measure 6: Collection processes are seamless and effective. 
Customers receive timely and professional advice to debt collection questions.
Customer complaints about staff and service are low.
	Measure 7: Critical processes are documented and can be delivered in a range of emergency situations.
Plans are in place, up to date and tested.
Staff are knowledgeable about contents of the BCP.
	Measure 8: Effective separation of duties is carried out.
All credits and corrections are authorised and checked.
Delegations are followed.
	Measure 9: Policies are fair and easy to interpret and administer
Policies are reviewed at least three-yearly in a Long Term Plan year.
Perceived inequities in the rating system are drawn to the attention of Council.
	Measure 10: Customer feedback is positive.
Public Information is relevant and customer friendly.
	Position Description Approved by: Maree Harris
	Approved date: July 2026
	MinimumEducation: [National Certificate Level 3 NCEA Level 3]
	Specific Education / Qualifications: Unrestricted drivers licence
	Experience: [5-6 years]
	Experience further information: 5-10 years experience in a senior Local Government rates officer role or in a sole charge rates role is desirable
Staff supervision experience is an advantage
Previous practical experience working with and interpreting legislation
Experience in building and sustaining positive relationships
	Attributes: Friendly, able to build rapport quickly and easily with people.  Sound judgement with the confidence to make a decision. Team player with positive and enthusiastic attitude and strong personal values. Confidentiality and discretion in sensitive situations. Multi-cultural awareness and sensitivity. Able to motivate others to produce results. Self aware and able to receive feedback. Takes responsibility for results in own area. Able to adapt to change and be pro-active in looking for continuous improvement. A genuine interest in the development and wellbeing of team members and other colleagues.
	Skills: Strong oral and written communication skills with a high level of accuracy. Solutions focus with the initiative and ability to resolve issues as they occur. Demonstrates active listening. Strong time management with the ability to work in busy conditions with tight time frames. Good people skills, great listener and willing to build and grow relationships both internally and externally. Competent keyboard and computer skills including proven competence with Microsoft Office products. Excellent numeracy skills. Planning and organisational skills with the ability to manage multiple tasks simultaneously. Well developed leadership skills with the ability to get things done through the efforts of others.
	MinimumEducationDetail: Education to minimum school leaving age NCEA level 1, 2 or 3 (please specify)
	ExperienceDetail: Needs to draw on relevant longer-term experience specific to the job and work demands, acquired over time.
	KPI - extra page: Collaborate with other Councils and industry specialists to develop strong relationships to achieve consistency and best practice in service delivery.
	Measure - extra page: Knowledge and information is actively shared.
Active participation in collaborative initiatives.
	KPI 1 - extra page: 
	Measure 1 - extra page: 
	KPI 2 - extra page: 
	Measure 2 - extra page: 
	KPI 3 - extra page: 
	Measure 3 - extra page: 
	KPI 4 - extra page: 
	Measure 4 - extra page: 
	TRIM - extra page: 


