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Position Description

Position Title

Tree & Assets Contract Liaison

Location Department
Rangiora Service Centre — Ashley Building Community & Recreation
Contract Type Unit
2
Fixed gEﬁ Greenspace
Date Team
2
January 2026 2*a Parks & Recreation Operations

Organisation Context

a

. ) N
Chief Executive )

| 1 |
® ® ®

Utilities & Roading Community & Recreation Finance & Business Support
3 Waters Aquatic Facilities Governance
Project Delivery Unit Greenspace Information & Technology Services
Roading Libraries Finance
Solid Waste ¢ Community é Customer Services o
Water Unit Regeneration
O © ®
Organisational Planning, Regulation Strategy, Engagement,
Development & HR & Environment Economic Development
Health Safety & Wellbeing Building Communications & Engagement
Human Resources Plan Implementation Strategy & Business
Environmental Services Emergency Management

Development Planning
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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

Trees are a vital asset for our district, enriching the environment, supporting biodiversity, and enhancing the wellbeing of
our communities.

The Tree Asset Officer ensures these benefits are sustained by overseeing Council’s tree maintenance programs and
policies. This includes managing the District Street, Reserves, and Cemetery Tree Maintenance contract, ensuring all

activities comply with Council guidelines and contract specifications, while delivering agreed Levels of Service.

The role also focuses on audits, health and safety compliance, financial tracking, and customer-focused resolution of
service requests, alongside reviewing and improving Council’s Tree Policy to enhance service delivery.

Key Relationships

Responsible to

Parks and Facilities Team Leader

Responsible for

Nil

Internal External

Manager Community and Recreation Contractors

Green Space Manager Advisory Groups
Parks and Facilities Team Leader Elected Members
Green Space Staff Residents

Other Council Teams Community Groups

Is there an approved delegated authority for thisrole? [ Yes 0 No
If yes, state limit for role $: 0

If yes, is this role responsible for that budget? [JYes 0O 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. [IYes [0 No

If yes, does this role fall under the Childrens Act 2014? [ IYes O/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)

Daily management of District Street, Reserves and Cemetery
Tree Maintenance Contract

Monitor and action service requests allocated to Greenspace.

Maintain an accurate tree asset data base to ensure the condition

and location of tree assets are accurately recorded.

Communication and Customer Service

Tree Succession Planting

Measure (successful when)

Ensure 95% compliance with Council guidelines and
specifications as per the contract

Regular audits are conducted on a monthly basis, no less than
10% of the work undertaken in the month prior

Develop and maintain a positive and professional relationship
with contractor and any sub contractors as required

Acknowledge all service requests within agreed timeframes
Ensure service requests are assigned and followed through with
action and resolution

Resolve service requests as agreed within our levels of service
and customer promise

Provide monthly report on service requests to Team Leader and
Manager

Regular audits of outstanding service requests

Liaise with main contractor to ensure all tree removals and tree
replacements are included in monthly claims and captured in
Council asset data base.

Complete quarterly data integrity checks and resolve critical
errors.

Ensure 100% of greenspace managed trees are represented in
our data knowledge base.

Liaise with residents in a professional and timely manner to
resolve tree management issues and concerns.

Weekly auditing of tree related service requests and reporting on
this to direct line manager.

Have input into the Tree Succession Programme to ensure future
provision of mature trees for streetscapes and reverses.
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Key Result Areas Continued

KPI (area of responsibility)

Emergency response

Budget responsibility

Contract liaison

General operational duties

Ongoing quality procedures and process improvements

Measure (successful when)

Be aware of, and anticipate environmental conditions that may
result in tree emergencies and react appropriately when they
occur.

Provide annual and monthly breakdown of budget forecasts and
report on any deviation or variances.

Submit monthly financial reports with 100% accuracy and on time.
Ensure all financial transactions comply with Council procurement
and financial policies.

Review and submit an accurate payment claim as per required
financial time lines. Ensures the payment claim is accurate and
has been verified against contract specifications and scheduled
works.

Hold monthly contract performance meetings and document
outcomes.

Provide monthly contractor performance reports to the manager,
including compliance and improvement actions.

Resolve contractor raised issues in a timely manner.

Achieve 100% completion of scheduled contract audits each
month.

Support is given to the rest of the parks and facilities team as
required including being present at site meetings, planting days
and other events.

Support is given to cover other team members duties as required.

Provide process improvements to the tree contract.

This includes financial montioring and the management of the
monthly payment claim/certificate.

Provides accurate, up to date data and budget is proactively
managed.

Review and make recommendations for changes to the tree
policy. Considers how levels of service could be updated and
how the tree policy relates to the natural environment strategy.
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Key Result Areas

KPI (area of responsibility) Measure (successful when)

Timely, High-Quality Reporting and Governance Communication  Prepare and deliver accurate, concise reports on tree
maintenance activities , contract performance, emerging issues

and program requirements. Ensure on-time submission,
compliance with Council policies and quality standards, and use
of reliable data sources. Presentations to governance consistently
achieve positive feedback for clarity and relevance, while all
interacts demonstrate professionalism and alignment with Council
values.
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Person Specification

Education/Qualifications
Minimum requirement for the role: National Dip Level 5/ National Cert Level 6 (2-3 year)

Under-graduate Diploma and/or Technical Certificate (please specify)

Specifications and/or

. . Aboriculture, horticulture and contract management experience is desirable.
further information:

An understanding of local government processes and administration.
Conflict resolution

Education and advocacy - engaging with stakeholders on the importance of
trees in urban environments.

Knowledge/Experience

Minimum requirement for the role: 2-3 years

Required to draw on skills and experience related to specific activities, equipment, or
work practices.

Further information: Requires skills in contract management, auditing of contractor performance,

tree condition assessment experience and financial tracking and reporting.

Attributes

Self- Awareness - Strong interpersonal skills and the ability to contribute to a positive working culture. Continuously
reflects on own behaviour

Taking Ownership - Results focussed and motivated to achieve great outcomes for the team and the wider community.
Able to work with limited supervision with effective time management.

Collaboration - Builds effective working relationships at all levels and demonstrates diplomacy, good listening skills and
understanding of others points of view. Is a great team member.

Community and Customer Focus - Excellent presentation, written and verbal communication skills. Ability to relate to a
diverse range of people from community groups to elected representatives.

Skills

Collaboration and listening skills

Conflict resolution

Communication and contract management
Negotiation and empathy skills

Attention to detalil
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Core Competencies

Taking Ownership

Accepts responsibility Community & Customer
and is accountable Focus
Self for actions. Views actions and services
elf-awareness through our customers eyes.

Understands their
behaviour and its
impact on others.

[ ]

Collaboration

Works r—
proactively
with others.

Shi

O-+-0

Best Value Solutions
Works with a solutions-

focused mindset. Planning & Organising

Coordinates our
resources to best effect.

Being Innovative &

Open & Effective Adaptive
Communication Continuously finds better
People are connected and ways of doing business.

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 Rlnanga.

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 ~ Ken Howat Date January 2026
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	TRIM: 241021182082
	KPI: Daily management of District Street, Reserves and Cemetery Tree Maintenance Contract 
	KPI 1: Monitor and action service requests allocated to Greenspace.
	KPI 2: Maintain an accurate tree asset data base to ensure the condition and location of tree assets are accurately recorded. 
	KPI 3: Communication and Customer Service







	KPI 4: Tree Succession Planting 
	Measure: Ensure 95% compliance with Council guidelines and specifications as per the contract 
Regular audits are conducted on a monthly basis, no less than 10% of the work undertaken in the month prior  
Develop and maintain a positive and professional relationship with contractor and any sub contractors as required  
	Measure 1: Acknowledge all service requests within agreed timeframes  
Ensure service requests are assigned and followed through with action and resolution  
Resolve service requests as agreed within our levels of service and customer promise  
Provide monthly report on service requests to Team Leader and Manager  
Regular audits of outstanding service requests  

	Measure 2: Liaise with main contractor to ensure all tree removals and tree replacements are included in monthly claims and captured in Council asset data base.
Complete quarterly data integrity checks and resolve critical errors.  
Ensure 100% of greenspace managed trees are represented in our data knowledge base.  
	Measure 3: Liaise with residents in a professional and timely manner to resolve tree management issues and concerns.
Weekly auditing of tree related service requests and reporting on this to direct line manager.  
	Measure 4: Have input into the Tree Succession Programme to ensure future provision of mature trees for streetscapes and reverses.  
	KPI 6: Emergency response
	KPI 7: Budget responsibility 
	KPI 8: Contract liaison 
	KPI 9: General operational duties 
	KPI 10: Ongoing quality procedures and process improvements  
	Measure 6: Be aware of, and anticipate environmental conditions that may result in tree emergencies and react appropriately when they occur. 
	Measure 7: Provide annual and monthly breakdown of budget forecasts and report on any deviation or variances.  
Submit monthly financial reports with 100% accuracy and on time.  
Ensure all financial transactions comply with Council procurement and financial policies.  
Review and submit an accurate payment claim as per required financial time lines.  Ensures the payment claim is accurate and has been verified against contract specifications and scheduled works.  
	Measure 8: Hold monthly contract performance meetings and document outcomes.  
Provide monthly contractor performance reports to the manager, including compliance and improvement actions.  
Resolve contractor raised issues in a timely manner.  
Achieve 100% completion of scheduled contract audits each month.  
	Measure 9: Support is given to the rest of the parks and facilities team as required including being present at site meetings, planting days and other events.  
Support is given to cover other team members duties as required.  
	Measure 10: Provide process improvements to the tree contract.  
This includes financial montioring and the management of the monthly payment claim/certificate.  
Provides accurate, up to date data and budget is proactively managed.  
Review and make recommendations for changes to the tree policy.  Considers how levels of service could be updated and how the tree policy relates to the natural environment strategy. 
	Specific Education / Qualifications: Aboriculture, horticulture and contract management experience is desirable. 
An understanding of local government processes and administration.
Conflict resolution 
Education and advocacy - engaging with stakeholders on the importance of  
trees in urban environments.
	Attributes: Self- Awareness - Strong interpersonal skills and the ability to contribute to a positive working culture. Continuously reflects on own behaviour
Taking Ownership - Results focussed and motivated to achieve great outcomes for the team and the wider community. Able to work with limited supervision with effective time management.
Collaboration - Builds effective working relationships at all levels and demonstrates diplomacy, good listening skills and understanding of others points of view. Is a great team member.
Community and Customer Focus - Excellent presentation, written and verbal communication skills. Ability to relate to a diverse range of people from community groups to elected representatives.
	Skills: Collaboration and listening skills
Conflict resolution
Communication and contract management
Negotiation and empathy skills
Attention to detail
	MinimumEducation: [National Dip Level 5 / National Cert Level 6 (2-3 year)]
	Experience further information: Requires skills in contract management, auditing of contractor performance, tree condition assessment experience and financial tracking and reporting.  
	Experience: [2-3 years]
	MinimumEducationDetail: Under-graduate Diploma and/or Technical Certificate (please specify)
	ExperienceDetail: Required to draw on skills and experience related to specific activities, equipment, or work practices.
	Position Description Approved by: Ken Howat
	Approved date: January 2026
	Purpose of Position: Trees are a vital asset for our district, enriching the environment, supporting biodiversity, and enhancing the wellbeing of our communities. 

The Tree Asset Officer ensures these benefits are sustained by overseeing Council’s tree maintenance programs and policies. This includes managing the District Street, Reserves, and Cemetery Tree Maintenance contract, ensuring all activities comply with Council guidelines and contract specifications, while delivering agreed Levels of Service. 

The role also focuses on audits, health and safety compliance, financial tracking, and customer-focused resolution of service requests, alongside reviewing and improving Council’s Tree Policy to enhance service delivery.
	Responsible to: Parks and Facilities Team Leader
	Responsible For: Nil
	Internal 2: Manager Community and Recreation
Green Space Manager
Parks and Facilities Team Leader
Green Space Staff
Other Council Teams
	External 2: Contractors
Advisory Groups
Elected Members
Residents
Community Groups
	Delegated authority: no
	Delegated authority limit: 0
	Budget responsibility : no
	Vetting requirement: no
	Childrens Act: no
	Core or non-core worker: []
	Position Title: Tree & Assets Contract Liaison  
	Location: [Rangiora Service Centre – Ashley Building]
	Contract Type: [Fixed]
	Date: January 2026  
	Department: [Community & Recreation]
	Unit: [Greenspace]
	Team: [Parks & Recreation Operations]
	KPI - extra page: Timely, High-Quality Reporting and Governance Communication
	Measure - extra page: Prepare and deliver accurate, concise reports on tree maintenance activities , contract performance, emerging issues and program requirements. Ensure on-time submission, compliance with Council policies and quality standards, and use of reliable data sources. Presentations to governance consistently achieve positive feedback for clarity and relevance, while all interacts demonstrate professionalism and alignment with Council values.
	KPI 1 - extra page: 
	Measure 1 - extra page: 
	KPI 2 - extra page: 
	Measure 2 - extra page: 
	KPI 3 - extra page: 
	Measure 3 - extra page: 
	KPI 4 - extra page: 
	Measure 4 - extra page: 
	TRIM - extra page: 


