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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

Contribute to and add value to welcoming, professional and responsive library and information services through
reviewing, editing and migrating website content to the new library website.

Working as part of the library communications team, you will prepare current website content for migration to the new
website, ensuring adherence to our brand guidelines and style guide for a consistent Waimakariri Libraries tone of voice.
Integrating te reo Maori and tikanga Maori appropriately and authentically whilst ensuring website content reflects
bicultural identity and Te Tiriti partnership is key, as is a sensitivity to the diverse communities we serve.

Excellent writing and editing, content design / UX writing, and audience awareness are crucial for this role, as are web
accessibility knowledge, content auditing skills and information architecture awareness.

Key Relationships

Responsible to

Team Leader Learning & Heritage

Responsible for

Nil

Internal External

District Libraries Manager;Team Leader Collections; Customers / Ratepayers
Collections Team; Learning and Heritage Team; Members of the Community
Community and Culture Team; Operations Team; IT; Te Ngai Taahuriri RGnanga
Communication & Engagement Team. Other Council School and Educational Groups
Staff, as required. Community Groups

Is there an approved delegated authority for this role? [ IYes 0 No

If yes, state limit for role $:

If yes, is this role responsible for that budget? [JYes _ 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 | 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)

Community Experience

User Experience

Libraries' Website Migration

Research, write, edit, and publish high quality content for libraries'
website.

Respect and encourage the use and understanding of Te Reo
and Te Ao Maori among the Library Team and community.

Measure (successful when)

Hapori experiences of Waimakariri Libraries are enhanced by
opportunities to experience library events and programming in a
way that promotes literacy and learning in our community.

Library audiences, staff and the community have positive
interactions with each other.

All members of our hapori feel a sense of belonging in the library
space and are provided with opportunities for lifelong learning,
social interaction, and meaningful connection with others.

Evaluating current website content and creating structure for the
new website in close collaboration with the Team Leader
Learning & Heritage and the Council's Communications and
Engagement team.

Successful migration of library website to new template.

Content is created that encourages audience engagement and
interaction, increases traffic, and increases the the usability of
libraries' channels.

Content is reviewed and edited to ensure libraries' writing, brand
and content quality standards are met.

Te Reo Maori is used appropriately and positively in verbal and
written communications.

Use of Te Reo Maori is respected and encouraged.

Te Ao Maori is considered across digital media and experiences.
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Key Result Areas Continued

KPI (area of responsibility)

Team Culture

Measure (successful when)

Staff feel comfortable to be themselves at work and a culture of
embracing diversity is evident among the team.

The library is recognised as a space that champions diversity and
where all members of the community are welcome and respected.
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Person Specification

Education/Qualifications
Minimum requirement for the role: National Certificate Level 5 (1-2 year Cert/Dip)

Under-graduate diploma and/or technical certificate (please specify)

Specifications and/or

. . A tertiary qualification in Writing or Creative Communication involving Web
further information:

Coordination and Management and/or A NZ Diploma in Web Development and
Design. Previous training and experience of Squiz and SharePoint would be
an advantage.

Knowledge/Experience

Minimum requirement for the role: 1 year

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

Further information: Experience in web page design and layout. A strong understanding of best

practice web design and architecture related to online experience, web
services and development. Experience or understanding of commonly
available web design, web editing and / or content management tools is
desirable, previous experience with CMS systems like Squiz is an advantage.

Attributes

Proactive, self-motivated people person, with excellent communication skills and digital skills.

High level of integrity and accountability.

Actively enhances the mana of te reo Maori through incorporating the language and pronouncing it with care.
Champions innovation by provoking change and pursuing possibilities to grow and improve.

Innovative and tech savvy with a strong sense of personal responsibility for continual professional development in the
digital space.

A strong appreciation of the role that online / digital technology and trends can play in maximising engagement,
increasing awareness, creating marketing opportunities, and delivering communications material to the community.

Skills

Current awareness of, and keen interest in modern library communications.

Evidence of excellent communication skills, including writing copy for different audiences and media, graphic design,
working within brand guidelines, adhering to communication strategies, and reporting.

Ability to create and execute creative ideas on on-line platforms.

High level of computer literacy with the ability to quickly adapt to new software and systems.

Ability to work with others at all levels within the organisation. Continuous improvement approach with a mindset to thrive
and inspire others in a changing community-focused environment.
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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 ~ Luke Sole Date May 2026
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