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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.
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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: Aquatic Facilities Facilitator
	Team: []
	Unit: [Aquatic Facilities]
	Contract Type: [Permanent]
	Location: [Dudley Park Aquatic Centre]
	Department: [Community & Recreation]
	Date: April 2024
	Internal 2: Dudley Park Aquatic Centre Team Leader 
Kaiapoi Aquatic Centre Team Leader 
Dudley Park Aquatic Centre Manager
Kaiapoi Aquatic Centre & Facilities Asset Manager
Aquatic Facilities Manager
Manager, Community and Recreation
Aquatic Facilities Operational Staff
Aquatic Facilities Programmes Staff
Health & Safety Staff
Other Waimakariri District Council Staff, as required
	Responsible to: Dudley Park Aquatic facilities Manager 
	Responsible For: Nil
	Purpose of Position: Working as part of the Aquatic Facilities team to coordinate the WaiSwim Schools Programme, managing bookings and rostering staff. Additionally providing wider support across the network, assisting with engagement, attraction and retention of customers and ensuring high standards of customer service in line with the Councils Customer Promise & Values.  Ultimately ensuring a safe, enjoyable and inclusive environment for learners and the residents of Waimakariri.

The incumbent will work closely with the Dudley Park Aquatic Centre Manager and within the wider Aquatics Leadership team to enable efficient use of resource, ensuring facilities operate in an effective and sustainable manner. 
	External 2: Members of the Public
School Groups and Students
Community Organisations
North Canterbury Sport and Recreation Trust 
North Canterbury Swimming Club
Swimming New Zealand
Water Safety New Zealand
WorkSafe
Contractors
NZ Recreation Association
SCAT
Coast Guard Safe Boating 
	TRIM: 221028188044
	Delegated authority: no
	Delegated authority limit: 
	KPI: Coordinating WaiSwim schools programme, organising bookings, engaging with schools, the sports trust and staff.
	KPI 1: Ongoing evaluation of the WaiSwim schools learn to swim programme, maintaining WaiSwim/ Water Safety database.
Support the portfolio holders with effective use of resources and operation of the facilities 
	KPI 2: Supports customer engagement through our website, email, social media and advertising channels.
Providing ongoing administrative support to the Centre Manager and Aquatics Manager as required.
	KPI 3: Support a high standard of customer service and facility presentation to maintain a safe and enjoyable aquatic facility environment.
	KPI 4: Supports Team Leader and operational roles to ensure Lifeguard and Programmes delivery consistent with the PoolSafe Criteria, Quality Swim Schools standards, Swim for Life philosophies, and the facilities procedures. 
	Measure: Being the first point of contact for schools, administering the WaiSwim booking processes, providing information to the North Canterbury Sport and Recreation Trust and programme sponsors as requested, and providing accurate and up to date information to the programmes and Customer Services portfolio holder.
	Measure 1: Ensure data captured is complete and accurate for billing and reporting purposes.
Assists with the development of process and training to ensure industry best practice. Ensure high quality outcomes for our customers through the efficient and effective use of our people and places.
	Measure 2: Growing customer engagement attraction and retention.  
Contributes and cooperates with the Aquatic management team, sharing best practice learnings. Encourages effective working relationships within the Aquatics unit and the wider Community and Recreation department. Flexibility and adaptability is demonstrated.
	Measure 3: Delivers outstanding internal and external customer service  ensuring the philosophy of “every interaction counts” is embedded in all aspects of the  operation. Ensures that customers are the focus of all key decisions made within the business unit removing barriers to customer needs. Builds and maintains effective relationships with internal and external customers, to better understand their needs.
	Measure 4: Lifeguard and Programmes delivery is consistent with PoolSafe Criteria, Quality Swim Schools standards, Swim for Life philosophies, and the facilities procedures.
	KPI 6: Proactively prevent accidents and incidents through practical administration of the hazard management system, correctly reporting and recording incidents and communicating constantly and proactively with customers and staff. 
	KPI 7: Promote and comply with all Facility and Council policies and procedures. 
	KPI 8: 
	KPI 9: 
	KPI 10: 
	Measure 6: Any and all accidents and incidents are reported and recorded as soon as is practicable. 
Communication with customers and staff is clear, professional and respectful. 
	Measure 7: Policies and procedures are communicated to staff both formally and informally. 
Appropriate policies and procedures are readily accessible to all staff. 
Policies and procedures are followed and upheld. 
	Measure 8: 
	Measure 9: 
	Measure 10: 
	Specific Education / Qualifications: Relevant industry qualification (s) e.g. 
 - New Zealand Certificate in Recreation and Sport Level 3, 
 -New Zealand Certificate in Aquatics Level 3-Swim and Water Safety Teacher
A current  First Aid Certificate-incorporating Unit Standards 6400, 6401 & 6402
	Skills: Strong communication skills both verbally and written.
Demonstrates the ability to work unsupervised and within a team environment.
Highly organised and effective time management skills for self and others.
Ability to work flexible hours and adapt to the differing needs of the wider community.
The ability to deliver consistent work under pressure.
	Essential Attributes: Customer focused.
Self motivated.
Ability to build rapport quickly and easily with people from  diverse backgrounds.
Approachable with a calm and polite manner.
Works willingly with others with a positive and enthusiastic attitude.
Shows initiative with a practical approach to problem solving and conflict resolution.
Has a genuine commitment to building rapport with customers , encouraging  and developing connections within our community
	minimum education: [NCEA Level 3]
	Experience further information: A minimum of 3 years relevant experience in Aquatics.
Experience maintaining strong relationships with external partners. 
Experience managing emails and replying to customer queries. 
	Experience: [3-5 years]
	Position Description Approved by: Matt Greenwood
	Approved date: 22/04/2024
	ExperienceDetail: Needs to draw on relevant longer-term experience specific to the job and work demands, acquired over time.


