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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 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.



Waimakariri District Council Position Description - 

Key Result Areas

KPI (area of responsibility) Measure (successful when)



Waimakariri District Council Position Description - 

Key Result Areas Continued

KPI (area of responsibility) Measure (successful when)



Waimakariri District Council Position Description - 

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.


	TRIM: 260323081898
	KPI: Engagement with Manager
	KPI 1: Political issues or requests for advice are escalated
	KPI 2: Mayoral Written Communications
	KPI 3: Resident and Stakeholder Correspondence
	KPI 4: Social Media Advice
	Measure: - Meets weekly & has proactive engagement with the Manager to ensure alignment on priorities, risks, messaging and workload.
- All work is managed through, or visibility is maintained with, the manager in line with the formal reporting relationship.
- Emerging issues, political or reputational risks or conflicting directions are promptly identified and discussed with the manager before action is taken made
- The role holder is communicating openly, escalating appropriately, and managing boundaries to agreed levels. 
	Measure 1: - Manages politically sensitive and confidential information with discretion and in line with Council policies, legislative obligations and mayoral protocols. 

- Anticipates and identifies reputational, political, legal and privacy risks, escalating appropriately through the Communications & Engagement Manager while exercising sound judgment, maintaining professional boundaries, role neutrality and the integrity of the Mayor and Council.
	Measure 2: - Speeches, speaking notes, letters, emails and award citations are well written, accurate, and reflect the Mayor’s voice and Council priorities.
- Content is delivered within agreed timeframes and tailored appropriately for audience, context and protocol.
- Drafted communications demonstrate sound judgment, discretion, and attention to risk, privacy and reputation considerations
	Measure 3: - Responses to resident and stakeholder correspondence are clear, respectful, empathetic and professional.

- Complex or sensitive issues are translated into plain language responses that are balanced and factual. 

- Issues requiring escalation, clarification or specialist input are identified promptly and managed appropriately.
	Measure 4: - Provides advice and support to the Mayor on social media content, tone and engagement.

- Social media guidance aligns with Council policies, best practice, and risk management principles (including privacy, confidentiality, misinformation and reputation risk).

- Content suggestions and advice support positive civic leadership.
	KPI 6: Collaboration and Continuous Improvement
	KPI 7: Document Review and Quality Assurance
	KPI 8: Event Support
	KPI 9: Public Information Management (PIM)
	KPI 10: Integrity, Confidentiality and Reputational Risk Management
	Measure 6: - Maintains positive, effective working relationships with the Communications and Engagement team, Executive Assistants, and wider organisation.

- Communications advice is consistent, impartial and aligned with Council protocols.

- Work location is spent mostly in the Management Wing with EA and/also alongside C&E team as a secondary hot desk.
	Measure 7: - Documents reviewed are clear, consistent, and free from errors.

- Risks, sensitivities, confidentiality issues or inconsistencies are identified and communicated constructively.
	Measure 8: - Event related marketing (specifically for Mayor drop-in sessions, street meetings etc) is accurate, well prepared and appropriate for the occasion.

- Key messages, speeches or talking points effectively support the Mayor’s role at civic and sector events.

- Basic event photography captured via cellphone is suitable for internal or digital use.
	Measure 9: - During Civil Defence Emergency Management (CDEM) activations or exercises, the role transitions into a Public - Information Management (PIM) function as a first priority.
-PIM responsibilities take precedence over business as usual mayoral communications and support for the duration of the activation
- Works under the direction of the designated PIM Lead / Incident Management Team, while maintaining appropriate communication with the Communications 
	Measure 10: - Manages politically sensitive and confidential information with discretion and in line with Council policies, legislative obligations and mayoral protocols. 
- Applies sound judgment to identify, manage and escalate reputational, political, legal and privacy risks prior to publication or advice, maintaining professional boundaries and the integrity of the Mayor and Council. 
- Builds trust through ethical behaviour, reliability and adherence to Council values and information management standards.
	Specific Education / Qualifications: Additional training or certification in digital marketing, social media management, accessibility, or analytics.
	Attributes: - Strong written and verbal communication skills.
- Ability to adapt tone and style to different audiences and channels.
- Good attention to detail and commitment to accuracy.
- Demonstrated ability to maintain professional boundaries, role neutrality and discretion when working with politically sensitive or high risk matters.
	Skills: - Ability to draft high-quality content.
- Strong organisational skills with the ability to manage multiple tasks.
- Proactive, collaborative, and willing to learn.
- Demonstrated discretion and ability to manage confidential, sensitive or politically high-risk information with professionalism and integrity.
- Commitment to continuous improvement and professional development.
	MinimumEducation: [Graduate Dip Level 7, General Deg OR equiv level of knowledge]
	Experience further information: - Experience creating digital content for websites, social media, and/or e-newsletters.
- Understanding of core communications and marketing principles.
- Familiarity with social media management and community engagement.
	Experience: [5-6 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: 
	Approved date: 
	Purpose of Position: The primary purpose of this Communications Advisor role is to provide high-quality, trusted communications support enabling clear, consistent and effective engagement with residents, stakeholders and the wider community.

This role provides internal service in the the drafting of speeches, columns, correspondence, award citations and event-related communications, among other tasks, ensuring content reflects the Mayor’s voice and Council priorities.

In addition, the role provides advice and practical support to the Mayor across social media, document review, community recognition and public events, exercising sound judgment, discretion and attention to detail, particularly when managing confidential, politically sensitive or high‑risk communications. This role contributes to strong civic leadership, positive community relationships, and confidence in the Mayor's public communications.
	Responsible to: Communications and Engagement Manager
	Responsible For: N/A
	Internal 2: Waimakariri District Mayor
Communications and Engagement Team
Manager Strategy and Engagement
Executive Management team
Chief Executive & Governance Team
	External 2: Customers/Ratepayers
Other elected members
Members of the community
Community stakeholders and interest groups

	Delegated authority: no
	Delegated authority limit: 
	Budget responsibility : no
	Vetting requirement: no
	Childrens Act: no
	Core or non-core worker: []
	Position Title: Communications Advisor
	Location: [Rangiora Service Centre]
	Contract Type: [Permanent]
	Date: April 2026
	Department: [Strategy, Engagement, Economic Development]
	Unit: [Communication & Engagement]
	Team: []


