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Ta matou mauri

Our principles

Our
purpose

Our
vision

Our
values

Our
customer promise

To make Waimakariri a great place to be, in partnership
with our communities.

We are a respectful, progressive team delivering value
for our customers.

We will...

Act with integrity, honesty and trust Keep you informed

Do better every day Take responsibility Work with you and each other

We will be professional, approachable
and solutions-focused.
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Position Details

Purpose of Position

This position primarily delivers effective, sustainable and cost efficient facility management for Council land and buildings
whilst ensuring they are compliant with legislative and Council policy requirements. A key outcome sought is a work
environment that meets the needs of staff, tenants and other users. Position also includes some project management
work associated with the facilities management function as well as some leasing and forestry management functions.

The role provides responsive customer service for a variety of customers including staff, managers, elected members
and the public as well as effective liaison with other stakeholders such as landlords, contractors and consultants.

To achieve these purposes the Facilities Management Officer will provide effective lease, budget and contract
management for operations, repairs and maintenance contracts and work collaboratively with whomever is necessary to

deliver operational excellence and manage internal service delivery against agreed standards.

The role also supports the Property Services Team Leader in developing operational and capital budgets for the office
accommodation and is responsible for delivery of services and projects within these parameters.

Key Relationships

Responsible to

Property Services Team Leader

Responsible for

Nil

Internal

Manager, People and Engagement

Property Unit Manager

Property Unit Team

People & Engagement Department colleagues
Management Team

Community Facilities Team

All other Council Staff, as required

External

Customers / Residents
Vendors / Suppliers / Landlords
Contractors / Consultants
Other External Stakeholders
Other Councils

Elected Members

Auditors

Is there an approved delegated authority for this role? Yes [ No

If yes, state limit for role $: $10,000
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Key Result Areas

KPI (area of responsibility)

Facilities Management - Provide innovative, sustainable, effective
and efficient facility management services, compliant with
legislative and Council policy requirements.

Builds trusting relationships which ensure the efficient resolution
of issues. Supports the Property Services Team Leader to ensure
relevant policies are reviewed and updated.

Reporting & Database Management
Maintain the Council’s centralised database records for Corporate
Facilities Management and other activities covered by this role.

Develops and maintains accurate and timely reporting on agreed
performance measures as they relate to corporate facilities,
facilities and project works.

Communication and Written Reports

Provide professional advice, communication and written reports
on the facility management of offices, including related leases for
all stakeholders as and when required.

Health & Safety

Corporate facilities provide a safe and comfortable environment
for staff and visitors.

Works with the Property ServicesTeam Leader to develop a
culture of safety as it relates to the operation of corporate
facilities, forestry and project works.

Contract Negotiations

Manage property related relationships and negotiations for
corporate facilities contracts, forestry and some leases in liaison
with the Property Services Team Leader.

Measure (successful when)

Facilities management is consistent and compliant with legislative
requirements and responsive to organisational needs.

Accurate, respectful and timely assistance is provided to
customers and stakeholders where appropriate.

Works with colleagues to develop appropriate reporting tools.
Accurate information is easily available on Council assets and
activities related to the role, with queries and information for
stakeholders responded to in a timely way.

Demonstrates compliance through reporting.

Information and advice is delivered in a timely manner, is
accurate and well reasoned.

Written communication translates complex terms into simple to
understand language for the reader to follow. Reports are
delivered on time and to a high standard.

Health and safety property matters are prioritised and managed
appropriately.

Works with whomever is necessary to ensure the safety and
compliance of all corporate buildings.

Reactive maintenance is well managed.

Contract negotiations for services and works as well as rent
reviews, renewals, variations or new occupancy or use
agreements are managed in a timely and efficient manner.
Negotiations are made on behalf of Council's best interests and in
accordance with procurement and other policy directives as well
as the culture of the organisation.
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Key Result Areas Continued

KPI (area of responsibility)

Asset Management and Planning - Manages and operates the
corporate accommodation assets including leasehold to meet the
agreed level of service in a cost effective manner for current and
future stakeholders. Asset condition and operational performance
is monitored and reviewed regularly, with issues addressed and
opportunities to enhance the performance of the assets identified.

Contract Management

Liaise with internal and external stakeholders in relation to the
planning, operation and delivery of property services and projects,
including forestry operations.

Provide effective contract management of contracts that give
effect to the above areas of responsibility.

Financial Ownership - Develops annual and forward works
programs and budgeting information and delivers operations,
maintenance and capital works programs in line with annual
budgets. Invoicing and payments are made in line with Council
policy.

Continuous Improvement

Develops robust and repeatable systems and processes to
ensure quality of the office accommodation functions.
Develops quality assurance and auditing of compliance across
the housing stock.

Demonstrates a great work ethic. Is reliable and trustworthy in the
work which is produced and the manner which they work with
others. Is a champion for Ta Matou Mauri and acts as a guardian
of the Councils property interests. Works with Housing Advisor,
Property Services Officer and Property Services Team Leader to
ensure continuity of support for the function.

Measure (successful when)

Contributes towards to units annual planning framework. The
adequacy of existing budgets in relation to actual expenditure is
regularly monitored and reported on with Optimized Renewal
Decision Making applied in tandem with operations where
possible. Planned preventative maintenance, renewals and asset
enhancements are delivered in accordance with activity
management plans and other associated planning documents.
Appropriate records are maintained.

Operational services, repairs, maintenance and capital projects
are managed within budget, on time and to a good standard.
Relationships with external contractors are well managed,
mutually respectful and healthy. Business continuity is ensured
and supported in emergency events and outside normal work
hours. Contractor performance is monitored and the appropriate
method of procurement is used to secure resources.

Budget requirements are identified in advance so that levels of
service can be delivered and maintained.

Council property and forestry assets are maintained and any
relevant repair works, renewals and upgrades are completed in a
timely and cost effective manner. Suppliers, contractors and
consultants are paid accurately, on time and within budget.

The development of quality systems, processes and process
improvements is actively championed for the office
accommodation activity and in the same vein support is provided
for wider Property Unit (and also with other teams and units within
Council)

Does the right thing, in the right way, at the right time and for the
right price and asks for help when unsure.

Prepares for change and demonstrates flexibility and adaptability.

Service levels are maintained at all times.
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Person Specification

Education/Qualifications

Minimum requirement for the role: Trade/occupation-related certificate or equivalent (as specified)

Specifications and/or

further information: Essential - 4-5 years secondary school & further study of 2-3 years in a related

field. Diploma relating to property or 4-5 years in a similar role within the
property industry. Full NZ Drivers License. Desired - Attendance &
participation in relevant professional associations, institutes or industry bodies

Knowledge/Experience

Minimum requirement for the role: 3-5 years

Needs to draw on relevant longer-term experience specific to the job and work
demands, acquired over time.

Further information: . . . -
Essential - Experience in property related roles e.g. Facilities Management,

Property management, leasing. Some knowledge of property law, Building Act,
Building system, & leases Desirable - Knowledge & experience of formal
property/asset management practice/planning (in a Local Government).

Skills

Excellent communication skills including active listening.

Strong written communication and numerical accuracy.

Manages own time and workload effectively.

Identifies and focuses on solutions which deliver service improvements.

Able to effectively liaise with internal staff and external organisations in relation to a wide variety of tenancy and property
related matters.

Attributes

Demonstrates a high level of self-awareness and understands the impact their behaviour has on others.
Does what they say they will do.

Owns the issue to resolution and is focused on problem solving.

Works willingly with others.

Has a good understanding of customers and their needs.

Responds in a timely manner

Continuously finds better ways of working.

Understands and contributes to developing team priorities.
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Core Competencies

Taking Ownership
Accepts responsibility and is
accountable for actions.

Community & Customer Focus
Views actions and services
through our customers eyes.

[

Self-awareness
Understands their
behaviour and its
impact on others.

Collaboration
Works proactively &———
with others.

Shi

O-+-0

Best Value Solutions
Works with a solutions-

Planni 0 .
focused mindset. anning & Organising

Coordinates our resources
to best effect.
Being Innovative & Adaptive
Continuously finds better ways
of doing business.

Open & Effective
Communication

People are connected and know
what is going on.

Key Requirements for all Council Staff

v Embrace principles contained in Ta Matou Mauri, model the Council’s values and continuously seek
self-improvement regarding our core competencies.

v' Participate in Civil Defence training programmes and exercises and assist effectively in disaster recovery and
business continuity planning.

v" 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.

v' Manage information of all activities within the Council’s corporate business and information systems according
to information management policies and procedures.

v Ensure that proper account of tikanga Maori and the Treaty of Waitangi is taken in all activities.

v' Maintain an effective partnership with mana whenua as provided for in our agreements and understandings
between Council and Te Ngai Tuahuriri Rinanga.

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 0P Hawthorne Date 3APril2024
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	Position Title: Facilities Management Officer 
	Team: []
	Unit: [Property]
	Contract Type: [Permanent]
	Location: [Rangiora Service Centre]
	Department: [Community & Recreation]
	Date: February 2024
	Internal 2: Manager, People and Engagement

Property Unit Manager

Property Unit Team

People & Engagement Department colleagues

Management Team

Community Facilities Team

All other Council Staff, as required
	Responsible to: Property Services Team Leader
	Responsible For: Nil
	Purpose of Position: This position primarily delivers effective, sustainable and cost efficient facility management for Council land and buildings whilst ensuring they are compliant with legislative and Council policy requirements. A key outcome sought is a work environment that meets the needs of staff, tenants and other users. Position also includes some project management work associated with the facilities management function as well as some leasing and forestry management functions. 

The role provides responsive customer service for a variety of customers including staff, managers, elected members and the public as well as effective liaison with other stakeholders such as landlords, contractors and consultants. 

To achieve these purposes the Facilities Management Officer will provide effective lease, budget and contract management for operations, repairs and maintenance contracts and work collaboratively with whomever is necessary to deliver operational excellence and manage internal service delivery against agreed standards.

The role also supports the Property Services Team Leader in developing operational and capital budgets for the office accommodation and is responsible for delivery of services and projects within these parameters.  
	External 2: Customers / Residents

Vendors / Suppliers / Landlords

Contractors / Consultants 

Other External Stakeholders 

Other Councils

Elected Members

Auditors
	TRIM: 240208018099
	Delegated authority: Yes
	Delegated authority limit: $10,000
	KPI: Facilities Management - Provide innovative, sustainable, effective and efficient facility  management services, compliant with legislative and Council policy requirements.
Builds trusting relationships which ensure the efficient resolution of issues. Supports the Property Services Team Leader to ensure relevant policies are reviewed and updated.
	KPI 1: Reporting & Database Management
Maintain the Council’s centralised database records for Corporate Facilities Management and other activities covered by this role.

Develops and maintains accurate and timely reporting on agreed performance measures as they relate to corporate facilities, facilities and project works.
	KPI 2: Communication and Written Reports
Provide professional advice, communication and written reports on the facility management of offices, including related leases for all stakeholders as and when required. 
	KPI 3: Health & Safety
Corporate facilities provide a safe and comfortable environment for staff and visitors.
Works with the Property ServicesTeam Leader to develop a culture of safety as it relates to the operation of corporate facilities, forestry and project works.
	KPI 4: Contract Negotiations
Manage property related relationships and negotiations for corporate facilities contracts, forestry and some leases in liaison with the Property Services Team Leader.
	Measure: Facilities management is consistent and compliant with legislative requirements and responsive to organisational needs.  

Accurate, respectful and timely assistance is provided to customers and stakeholders where appropriate. 

	Measure 1: Works with colleagues to develop appropriate reporting tools. 
Accurate information is easily available on Council assets and activities related to the role, with queries and information for stakeholders responded to in a timely way. 

Demonstrates compliance through reporting.
	Measure 2: Information and advice is delivered in a timely manner, is accurate and well reasoned.
Written communication translates complex terms into simple to understand language for the reader to follow. Reports are delivered on time and to a high standard.
	Measure 3: Health and safety property matters are prioritised and managed appropriately.
Works with whomever is necessary to ensure the safety and compliance of all corporate buildings.
Reactive maintenance is well managed.

	Measure 4: Contract negotiations for services and works as well as rent reviews, renewals, variations or new occupancy or use agreements are managed in a timely and efficient manner. 
Negotiations are made on behalf of Council's best interests and in accordance with procurement and other policy directives as well as the culture of the organisation.
	KPI 6: Asset Management and Planning - Manages and operates the corporate accommodation assets including leasehold to meet the agreed level of service in a cost effective manner for current and future stakeholders. Asset condition and operational performance is monitored and reviewed regularly, with issues addressed and opportunities to enhance the performance of the assets identified.
	KPI 7: Contract Management 
Liaise with internal and external stakeholders in relation to the planning, operation and delivery of property services and projects, including forestry operations.
Provide effective contract management of contracts that give effect to the above areas of responsibility.
	KPI 8: Financial Ownership - Develops annual and forward works programs and budgeting information and delivers operations, maintenance and capital works programs in line with annual budgets.  Invoicing and payments are made in line with Council policy.
	KPI 9: Continuous Improvement
Develops robust and repeatable systems and processes to ensure quality of the office accommodation functions.
Develops quality assurance and auditing of compliance across the housing stock.    
	KPI 10: Demonstrates a great work ethic. Is reliable and trustworthy in the work which is produced and the manner which they work with others. Is a champion for Ta Matou Mauri and acts as a guardian of the Councils property interests. Works with Housing Advisor, Property Services Officer and Property Services Team Leader to ensure continuity of support for the function.
	Measure 6: Contributes towards to units annual planning framework. The adequacy of existing budgets in relation to actual expenditure is regularly monitored and reported on with Optimized Renewal Decision Making applied in tandem with operations where possible. Planned preventative maintenance, renewals and asset enhancements are delivered in accordance with activity management plans and other associated planning documents. Appropriate records are maintained. 
	Measure 7: Operational services, repairs, maintenance and capital projects are managed within budget, on time and to a good standard. Relationships with external contractors are well managed, mutually respectful and healthy. Business continuity is ensured and supported in emergency events and outside normal work hours. Contractor performance is monitored and the appropriate method of procurement is used to secure resources.

	Measure 8: Budget requirements are identified in advance so that levels of service can be delivered and maintained.
Council property and forestry assets are maintained and any relevant repair works, renewals and upgrades are completed in a timely and cost effective manner.  Suppliers, contractors and consultants are paid accurately, on time and within budget.
	Measure 9: The development of quality systems, processes and process improvements is actively championed for the office accommodation activity and in the same vein support is provided for wider Property Unit (and also with other teams and units within Council) 
	Measure 10: Does the right thing, in the right way, at the right time and for the right price and asks for help when unsure.

Prepares for change and demonstrates flexibility and adaptability.

Service levels are maintained at all times.
	Specific Education / Qualifications: Essential - 4-5 years secondary school & further study of 2-3 years in a related field. Diploma relating to property or 4-5 years in a similar role within the property industry. Full NZ Drivers License. Desired - Attendance & participation in relevant professional associations, institutes or industry bodies
	Skills: Excellent communication skills including active listening.
Strong written communication and numerical accuracy.
Manages own time and workload effectively.
Identifies and focuses on solutions which deliver service improvements.

Able to effectively liaise with internal staff and external organisations in relation to a wide variety of tenancy and property related matters. 
	Essential Attributes: Demonstrates a high level of self-awareness and understands the impact their behaviour has on others.
Does what they say they will do.
Owns the issue to resolution and is focused on problem solving.
Works willingly with others.
Has a good understanding of customers and their needs.
Responds in a timely manner
Continuously finds better ways of working.
Understands and contributes to developing team priorities.
	minimum education: [Trade/occupation-related certificate or equivalent (as specified)]
	Experience further information: Essential - Experience in property related roles e.g. Facilities Management, Property management, leasing. Some knowledge of property law, Building Act, Building system, & leases  Desirable - Knowledge & experience of formal property/asset management practice/planning (in a Local Government). 
	Experience: [3-5 years]
	Position Description Approved by: Rob Hawthorne
	Approved date: 3 April 2024
	ExperienceDetail: Needs to draw on relevant longer-term experience specific to the job and work demands, acquired over time.


