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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 - 

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: 260610134358
	KPI: Support development and delivery of CDEM activities within the Waimakariri District. 
	KPI 1: Respond to CDEM emergencies affecting our district and be prepared to support other agencies during emergencies as needed. 
	KPI 2: Undertake the Team Manager role for our NZRT12 Volunteer team.
	KPI 3: Enable Council Emergency Operations Centre (EOC) staff capability building. 
	KPI 4: Undertake Community engagement activities as required.
	Measure: Provide 24/7 duty coverage for a period of 7 days as rostered.  
Co-ordinates across the organisation to effectively respond to 
complex needs.
Has a good understanding of our stakeholders and their needs.
Suggests improvements to work process/ identifies barriers to achieving outcomes as appropriate.
Manages own time and workload effectively.
Monitors and evaluates performance.

	Measure 1: Able to lead one of at least two CIMS functions during response. 
Provide leadership, coaching, and mentoring to other EOC staff.
Able to advise our Council Controllers and Response Managers on CDEM requirements as needed. 
Able to support our Council's C10 team. 
	Measure 2: Fully understands NZRT guidelines and obligations.
Able to advise on how NZRT guidelines might intersect with Council policies. 
Support the NZRT12 volunteer team to prepare for and deliver response services for our communities. 

	Measure 3: Develop and implement a plan to transition the EOC Capability Improvement programme into business as usual.
Review and improve EOC guidance/ doctrine where required
Identify other opportunities to help prepare EOC staff for response or recovery activities. 
Run training sessions to build EOC staff capability. 
	Measure 4: Support community events and development of public awareness resources/ activities. 
Ensuring community needs inform CDEM activities. 

	Specific Education / Qualifications: Required - full New Zealand drivers license
Desirable - Critical Incident Management System (CIMS) level 4; qualifications related to one or more of the following fields - emergency management, risk reduction, community resilience, capability building, public education.  
	Attributes: - High levels of honesty, integrity, confidentiality and a trustworthy manner
- Self motivated and able to work without close supervision
- Work calmly under pressure and in crisis situations
- Modify and adapt own behaviours to suit the situation
- Diplomatically guide the resolution of conflict between people
- Reflect on own performance and seek support as required/ growth mindset/ encourages innovation and improvement 

	Skills: - Excellent at communication (adapts communication for target audience, persuasively presents, builds consensus where disagreement exists, anticipates stakeholder communication needs). 
- Adapt at relationship management (seeks opportunities to work collaboratively with other teams and organisations, shares best practice and learnings, acknowledges and respects the role of Ngai Tuahuriri in decision making). 
- Adapt at project management (translates strategic goals into actions, thinks ahead, anticipates priorities and considers impacts across a range of issues). 
- Computer skills (Microsoft suite)
	MinimumEducation: [National Dip Level 5 / National Cert Level 6 (2-3 year)]
	Experience further information: Knowledge in any of the following: CDEM system; key regional hazards and vulnerabilities; the Waimakariri District; emergency infrastructure (e.g. D4H). 
And/ or previous experience in any of the following: emergency response or recovery; managing volunteer teams; project management; local government; community resilience/ engagement.
	Experience: [3-4 years]
	MinimumEducationDetail: Under-graduate Diploma and/or Technical Certificate (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: Elena Gessler
	Approved date: May 2026
	Purpose of Position: The Emergency Management Advisor (EMA) will provide support and expert advice to help implement the Council's Civil Defence Emergency Management (CDEM) activities. This spans activities across the 4R's 
- Reduction (risk management); 
- Readiness (ensuring Council and our communities are as prepared as we can be for the next emergency event);
- Response (actions we take to help keep our community members and property safe and prevent the event from escalating); 
- Recovery (support our communities return to a new normal). 
The EMA is also required to be an 'On-call Duty Officer' within the CDEM roster and available (when on duty) on a 24/7 basis.
	Responsible to: Manager Emergency Management
	Responsible For: N/A
	Internal 2: Emergency Management Office
GM, Strategy, Engagement and Economic Development
Other council teams 
CDEM Controllers and Recovery Managers
CDEM Volunteers
	External 2: Canterbury CDEM Group member agencies
National Emergency Management Agency (NEMA)
Emergency services and other partner agencies

	Delegated authority: Yes
	Delegated authority limit: 1,000
	Budget responsibility : no
	Vetting requirement: no
	Childrens Act: no
	Core or non-core worker: []
	Position Title: Emergency Management Advisor - Readiness 
	Location: [Rangiora Service Centre]
	Contract Type: [Fixed]
	Date: May 2026
	Department: [Strategy, Engagement, Economic Development]
	Unit: [Civil Defence Emergency Management]
	Team: []


