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Organisation Context

Position Description

Community & Recreation 

Aquatic Facilities
Community
Greenspace

Libraries
Regeneration

Strategic Projects 

Strategy and Business 

Planning & Regulation

Building
Civil Defence Emergency Management

Development Planning
Environmental Services

Planning

Utilities & Roading 

3 Waters
Project Delivery Unit

Roading
Solid Waste

People & Engagement

Communications & Engagement
Safety & Risk

Human Resources
Property

Finance & Business Support

Customer Services
Finance

Governance
Information & Technology Services

Water Unit
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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: Assistant Coach
	Team: [Not Applicable]
	Unit: [Aquatic Facilities]
	Contract Type: [Permanent]
	Location: [District Aquatic Centres]
	Department: [Community & Recreation]
	Date: May, 2021
	Internal 2: Dudley Park Aquatic Centre Coordinator
Kaiapoi Aquatic Centre Coordinator
Dudley Park Aquatic Centre Manager
Kaiapoi Aquatic Centre & Facilities Asset Manager
Aquatic Facilities Manager
Manager, Community and Recreation
Aquatic Facilities Schools Administrator
Aquatic Facilities Operational Staff
Aquatic Facilities Programmes Staff
Health & Safety Staff
Other Waimakariri District Council Staff, as required
	Responsible to: Head Coach/ Dudley Park Aquatic Centre Manager
	Responsible For: Nil
	Purpose of Position: To work as part of the Aquatic Facilities team to support a high standard of customer service and maintain a safe and enjoyable aquatic facility environment. 
Additionally the Assistant Coach will support the Head Coach to deliver quality programming across the Waimakariri District Councils Aquatic Facilities.
	External 2: Members of the Public
School Groups and Students
Community Organisations
North Canterbury Swimming Club
Swimming New Zealand
Water Safety New Zealand
WorkSafe
Contractors
NZ Recreation Association. 
	TRIM: 210602088911
	KPI: Work collaboratively with the Head Coach in the provision of professional competitive coaching programme planning, delivery and administration.
	KPI 1: Deliver a high level of customer service and customer support, consistent with WDC values and Customer Promise to ensure ongoing repeat business for the Aquatic Facilities.

	KPI 2: Pro-actively prevent accidents and incidents through practical administration of the hazard management system, correctly reporting and recording incidents and communicating constantly and proactively with customers and staff. 
	KPI 3: Maintain qualifications relevant to position and participates in all ongoing workplace training.
	KPI 4: Supporting the North Canterbury Swim club through the organisation and delivery of swim meets in conjunction with the Head Coach
	KPI 5: Maintain relationships with management, North Canterbury Swim Club Board, parents and other Waimakariri District Council staff
	Measure: Customers receive high quality instruction and programming. 

Development and delivery of the NCSC Coaching programme is continuously improved. 

	Measure 1: Enquiries are answered efficiently and professionally with a practical approach to problem solving.

Interactions are professional and friendly and delivered in a manner that will enhance the reputation of the Council.
	Measure 2: All accidents and incidents are reported and recorded as soon as is practicable. 

Communication with customers and staff is clear, professional and respectful. 
	Measure 3: Attends ongoing training to ensure qualifications are current and up-to-date.
	Measure 4: Attendance at swimming competitions each year, including either Country and Town, Division II or National Age Groups.  Attendance at these competitions will also require communication and coordination with the North Canterbury Swim Club.
	Measure 5: Encourage and develop networks within Council and across the industry, sharing best practice and relevant information
	KPI 6: Assist in an emergency situation in line with Facilities' policies. 
	KPI 7: Promote and comply with all facility and Council policies and procedures.
	KPI 8: Undertake any reasonable delegated tasks or direction from the Head Coach and Facility Manager.
	KPI 9: 
	KPI 10: 
	KPI 11: 
	Measure 6: Complies with Emergency Action Plans, Health & Safety and Worksafe requirements at all times.
	Measure 7: Policies and procedures are communicated to staff both formally and informally. 

Appropriate policies and procedures are readily accessible to all staff. 

Policies and procedures are followed and upheld. 
	Measure 8: A degree of flexibility and adaptability is required for additional responsibilities outside of normal working hours such as attendance at meetings, training events and swim meets. 
	Measure 9: 
	Measure 10: 
	Measure 11: 
	Essential Knowledge / Experience: Experience interacting with, guiding and supporting children. 

High level of knowledge of swimming technique, skills and programming is essential including previous coaching experience

Demonstrated performance working with members of the community in a front facing role would be advantageous.

	Education / Qualifications: Holds or is working towards a secondary education to NCEA Level 2 (6th Form Certificate equivalent) as a minimum.

Assistant Coach holds their first aid and a relevant learn to swim/coaching qualification.  This may include ASTA, Austswim,Bronze Accreditation or other equivalent certifications. Further certification in Swim Teaching or Coaching would be advantageous.

A current unrestricted drivers license is desirable but is not essential for this position. 

	Essential Attributes: - Outstanding organisational ability
- Strong attention to detail
- Enjoy working in a collaborative environment
- Self-motivated
- Works willingly with others with a positive and enthusiastic attitude.
- Shows initiative with a practical approach to problem solving and conflict resolution.
- Displays commitment to building rapport with customers and encouraging genuine connections within our community. 
	Essential Skills: - Strong communication skills; able to communicate in a engaging and respectful manner.
- Excellent relationship building skills and the ability to relate to a wide variety of people from different backgrounds. 
- Knowledge of stroke technique and skills
- Awareness of long term athlete development 
- An appreciation of coaching principles and the role they play
- An appreciation of race planning and the role it plays
- A basic knowledge of mental skills 
	Position Description Approved by: Matthew Greenwood
	Approved date: 13/05/2021


