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Community & Recreation 
Aquatic Facilities
Greenspace
Libraries
Community
Regeneration
Property

Planning, Regulation 
& Environment

Building
Plan Implementation
Environmental Services
Development Planning

Utilities & Roading 
3 Waters

Project Delivery Unit
Roading
Solid Waste
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.
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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: 191112157671
	KPI: Manage the Operation, Service & Maintenance of Community
Facilities.

	KPI 1: Procurement.
Follow Council procurement procedures in relation to maintenance and facility upgrade works.

	KPI 2: Community Facilities Asset Renewal Programme
	KPI 3: Financial monitoring
	KPI 4: Support Parks and Facilities Team Leader with other strategic
projects or tasks as necessary or directed.


	Measure: Ensure buildings operate effectively to support service delivery. Coordinate contractors for timely repairs and maintenance. Maintain compliance with legislation and organizational standards. Provide prompt and respectful support to customers and stakeholders. Complete an annual customer satisfaction survey.
	Measure 1: Asset information is accurately recorded and maintained to support planning and reporting. Maintenance schedules are implemented and monitored to ensure timely delivery of works. Issues are identified and resolved promptly, with risks escalated as required. Support is provided for asset renewals and planning, contributing to long-term asset management strategies.
	Measure 2: Support is provided for the development and implementation of strategic and operational plans. Input is given into asset management planning and policy development. Advice and reporting are delivered to support decision-making and continuous improvement.
	Measure 3: Project budgets are managed with regular monitoring and reporting. Budget requirements are identified in advance to support consistent service delivery. Capital and operational work programmes are planned effectively to achieve outcomes. Resources are used efficiently, with responsible and authorised decision-making and expenditure.
	Measure 4: Projects are planned, managed and completed within agreed time frames.
Involved in the end to end of capital and operational delivery
as and when required.
Assigned projects are planned and implementation follows best
practice.
Proactively delivers advice and involved in the development of the Long Term and Annual Plans.  
	KPI 6: Relationship Management
	KPI 7: Health and Safety and Wellbeing.
	KPI 8: Contract coordination 
	KPI 9: Asset Management and Planning.





	KPI 10: Demonstrates a great work ethic and reliable and trustworthy. 
Is a champion for Ta Matou Mauri.
	Measure 6: Facility bookings are managed efficiently, ensuring systems are accurate and up to date. Support is provided to users to enable smooth access and use of facilities. Usage data is recorded to inform planning and reporting. Council policies and procedures are followed and legislative obligations are met. Professional standards of conduct are maintained at all times. Confidentiality is respected and upheld in all dealings. 
	Measure 7: Health and safety standards are upheld across all work areas, ensuring compliance with legislation and organisational policies. Risks are identified, reported, and managed appropriately. Contractors and staff are supported to maintain safe work practices
	Measure 8: Develop and deliver monthly auditing and reports to Parks and Facilities Team Leader.  
Regular monitoring to ensure processes are fit for purpose and are up to date.
Develops quality assurance and auditing of compliance across
community facilities.
Liaise directly with contractors and coordinate schedule and review monthly.  
Coordinate BWOF process and ensure compliance within assets.  
	Measure 9: Facility operations are supported to ensure services are delivered effectively. Assistance is provided to the Parks and Facilities Team Leader and wider team as required. Collaboration across teams supports the delivery of community outcomes.
Support is provided for the development and implementation of business improvement initiatives. Opportunities to improve service delivery, efficiency, and effectiveness are identified and acted on. Collaboration with internal teams and stakeholders supports continuous improvement.
	Measure 10: Acts with integrity, making timely and appropriate decisions. Seeks guidance when needed and demonstrates a commitment to understanding. Adapts to change with flexibility, maintaining service levels at all times

	Specific Education / Qualifications: Essential 
- Work history in facility management, building related services or management and or Building Warrant of Fitness expertise.  
- Demonstrates ability to foster and manage healthy relationships 

	Attributes: Flexible and adaptable.
Follows up with others to ensure expected outcomes are achieved.
High standards with respect to the measuring and recording of data.
Is able to show an organised and logical approach to work.
A demonstrated commitment to quality customer service and continuous improvement.
Displays professionalism, honesty, integrity, and reliability.
	Skills: Team player with a positive and enthusiastic attitude and strong personal values.
A friendly and professional manner, demonstrating a high level of confidentiality.
Displays professionalism, honesty, integrity, and reliability.
Shows initiative with a practical approach to problem solving and conflict resolution.
Uses initiative to enhance own work and facilitate opportunities and/or solutions.
High level of relationship management skills and ability to build rapport quickly and easily with people from a wide range of backgrounds.
Able to understand and relate to diverse groups of people.
	MinimumEducation: [National Certificate Level 5]
	Experience further information: Background in maintenance and operation of community facilities or large public use buildings. A good understanding and experience of document management systems and other information systems.
Must have proven asset management and financial management background.  
	Experience: [4-5 years]
	MinimumEducationDetail: Advanced trade certificate - vocational emphasis (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: Grant MacLeod
	Approved date: September 2025
	Purpose of Position: The purpose of this role is to ensure the effective operation, maintenance, and compliance of Council-owned community facilities across the District. The role supports service delivery by managing contractors, coordinating asset renewals and maintenance programmes, and overseeing facility upgrades. It contributes to strategic planning, budgeting, and continuous improvement initiatives, while maintaining strong relationships with facility users, lease holders, and stakeholders. The role upholds health and safety standards, ensures legislative compliance, and delivers accurate reporting and auditing to support informed decision-making. Through a customer-focused and adaptable approach, the position helps deliver high-quality, safe, and accessible facilities that meet community needs.
	Responsible to: Community Facilities Team Leader
	Responsible For: Nil
	Internal 2: Manager Community and Recreation/Community Facilities Team Leader/Green Space Manager/Green Space Staff/Customer Service Staff/Community and Recreation Staff/Health & Safety/Property Building Consents/Project working groups/Project Delivery Unit/All 
	External 2: Councillors/Community Board Members/Mayor, Residents Ratepayers/Members of the Community/Contractors/Consultants/Other Councils/Other external Stakeholders/Organisations/Te Ngāi Tūāhuriri Rūnanga/Auditors
	Delegated authority: Yes
	Delegated authority limit: 5,000
	Budget responsibility : Yes
	Vetting requirement: no
	Childrens Act: Off
	Core or non-core worker: []
	Position Title: Community Facilities Officer
	Location: [Rangiora Service Centre – Ashley Building]
	Contract Type: [Permanent]
	Date: August 25
	Department: [Community & Recreation]
	Unit: [Greenspace]
	Team: [Parks & Facilities]


