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Position Description
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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 $:
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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

Minimum requirement for the role:

Specifications and/or 
further information:

Knowledge/Experience

Minimum requirement for the role:

Further information:

Skills

Attributes



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.


	Position Title: Procurement Specialist
	Team: []
	Unit: [Finance]
	Contract Type: [Permanent]
	Location: [Rangiora Service Centre – Ashley Building]
	Department: [Finance & Business Support ]
	Date: March 2024
	Internal 2: - Finance Manager
- General manager, Finance and Business Support
- Project Delivery Manager
- Project Delivery Unit Staff
- General Manager, Utilities & Roading
- 3 Waters Unit Staff
- Roading Unit Staff 
- Solid Waste Unit Staff
- Greenspace Unit Staff
- Asset Managers
- Health, Safety & Quality Manager
- Staff undertaking Procurement
- Other Council staff, as required
	Responsible to: Finance Manager
	Responsible For: Nil
	Purpose of Position: - Providing best practice procurement services/expertise within the context of local government procurement framework.  This includes providing high quality support to the organisation through the entire procurement lifecycle including identification of sourcing approaches, and facilitation of processes including tendering.

- Providing proactive, efficient and high quality commercial procurement and supplier contracts for any products including goods, services, and physical works, enhancing the procurement capability across the Council. 

- To ensure that the Council's Procurement Strategy is implemented across the organisation and managed effectively in accordance with the Council's procurement policy and the relevant legislative requirements.

- Providing training for Council staff to apply the Council's Procurement Policy and best practice procurement.

- Managing Council's Supplier Panels and ensure that these are done consistently across Council and in accordance with policy and legislation. 
	External 2: - Consultants
- Contractors 
- Mayor
- Councillors / Community Boards
- Customers / Ratepayers
- Members of the Community
- Consent Authorities
- Council Suppliers
- Other Councils
- Te Ngāi Tūāhuriri Rūnanga
	TRIM: 240307035507
	Delegated authority: Yes
	Delegated authority limit: 5,000
	KPI: Providing procurement advice, support, and guidance to Council staff to achieve value in procurement.
	KPI 1: Develop, implement and continuously manage procurement frameworks and practices across the organisation.

Contributing to ensuring the procurement frameworks, policies, strategy, and procedures are aligned to best practice but remain fit for purpose for the Council.
	KPI 2: Providing sound, knowledgeable advice in a timely manner through the procurement lifecycle .
	KPI 3: Manage new and existing Supplier Panels and Pre-Qualification Lists.  

Lead the establishment of new panels and lists as required for efficient procurement.
	KPI 4: Participating in, and lead, procurement strategy development and planning to support teams and provide best practice advice.  
	Measure: Advice given draws on experience, procurement best practice, and considers the key objectives of relevant stakeholders.

Support is provided to staff to encourage strategic procurement in relevant projects and programmes of work.
	Measure 1: Frameworks are developed and represent procurement best practice and take into consideration the needs of various stakeholders.

Procurement activities are compliant with implemented frameworks and practices.  
	Measure 2: Support is provided to ensure structured, considered procurement advice on projects and programmes of work.
	Measure 3: Lists, Panels, and Supplier relationships are well supported and drive innovation, added value and benefit realisation for the organisation.

A strategic, holistic, and informed approach is taken to Supplier Relationship Management in collaboration with other teams and in alignment with the Procurement Strategy.
	Measure 4: Procurement planning is implemented early in the project lifecycle and strategies represent best practice as well as meeting organisation objectives and aspirations.  

Senior management and elected members are engaged with procurement strategies.
	KPI 6: Leading the Council's Procurement Champion Network ensuring that procurement best practice is implemented across the organisation.
	KPI 7: Responsible for maintaining the Council's procurement processes including Vendorpanel system, templates, process maps, and guidance documents.

Ensure all procurement documents are relevant, up to date, fit for purpose, and align with industry best practice.
	KPI 8: Lead and manage the implementation of procurement improvement projects and contributing to continuous improvement activities.  

Responsible for enhancing procurement capability across the organisation.
	KPI 9: Develop and implement procurement training across the organisation and ensuring new staff are adequately trained in procurement if this will be central to their role.
	KPI 10: Responsible for providing supporting procurement reporting requirements for internal and external audiences.

Lead the auditing of procurement activities to ensure compliance with policies and procedures.

	Measure 6: The Champion Network is well attended, generating improvements in procurement, and adding value throughout the organisation.

Feedback from members of the Champion Network are positive.
	Measure 7: Procurement processes are kept up to date, fit for purpose, and aligned with best practice.

User feedback is considered and incorporated into the documents, templates, and processes ensuring ease of use and adherence to policies and procedures.
	Measure 8: Projects are completed to a high quality within time and budget.

Procurement maturity increased and efficiencies gained.  
	Measure 9: Training is delivered clearly and consistently.

New staff members have been provided with information to make informed procurement decisions in line with policies and procedures.
	Measure 10: Reports are clearly presented and meet the objectives of the organisation.  

Procurement and contracts information is maintained and staff are advised accordingly.
	Specific Education / Qualifications: Essential: Relevant tertiary qualification in business management, procurement, engineering, law, or related qualification
Desired: NZQA Level 6 Procurement Training (NZTA qualified evaluator certificate)
	Skills: - Able to communicate clearly, openly and concisely through all forms of media
- Able to write clear, concise and accurate reports
- Good listening skills, and able to remain professional at all times
- Clearly displays leadership role in conducting and participating in meetings, hearings and negotiations
- Competent in the use of Microsoft Office, Promapp, and procurement and contract management specific softwares
- Can think strategically while maintaining focus and ensuring the details are correct
- Experience in influencing and negotiating with stakeholders, suppliers, and colleagues
- Able to manage differing approaches to the market
- Strong planning and organisational skills
- Ability to remain calm and positive under pressure
	Essential Attributes: - Openly receives and gives feedback
- Actively listens to others' ideas and suggestions
- Ability to establish and maintain good working relationships with others at all levels within the organisation
- Demonstrates a methodical approach to problem-solving
- Continually looks for opportunities to work more efficiently and sustainably
- Open to ideas and suggestions of new ways of working
- Shares best practice learnings across the organisation
- Encourages others to find ways of delivering services that add value
- Role models organisational values
- Ability, experience and confidence to consult and negotiate with all affected groups and stakeholders
	minimum education: [Undergraduate diploma and/or technical certificate (as specified)]
	Experience further information: - A minimum of 5+ years experience in procurement 
- In depth knowledge of the Government Procurement Rules
- Knowledge and proven expertise in best practice government procurement
- Familiar with the Health and Safety at Work Act, and the different responsibili
	Experience: [5-10 years]
	Position Description Approved by: Paul Christensen
	Approved date: March 2024
	ExperienceDetail: Needs to draw on experience of a broad nature, above that of a skilled operator, where the job impacts on wider areas and activities outside the job itself.


