
 

POSITION DESCRIPTION 
Effective from: February 2018 
 

Position Title Environmental Data Officer 

Reporting To Manager Operations 

Directorate Environmental Monitoring and Operations 

Location Dunedin 

 
 
Purpose 

The purpose of this position is to provide efficient and effective environmental data services for the Otago 
region, the primary focus being the collation and management of environmental data and databases. 

The Environmental Data Officer will process and identify any non-compliance, providing feedback to external 
and internal stakeholders relating to Performance Monitoring and Resource Management Act regulations. 

 
 
Results Area Activities Expected Outcome 
 
Data Collation and 
Analysis 

 
Receive, collate and archive 
Environmental Data, such as air, 
water quality and quantity, and 
biological information. 
 
Analyse and report on data received 
as it relates to Resource Management 
applications/compliance, water 
metering and Biosecurity compliance.  
 
Liaise with relevant parties for whom 
the data is prepared for to ensure it is 
fit-for-purpose, and that the results are 
shared with the stakeholders 
concerned.  
 
Produce reports of environmental data 
to display compliance to the 
applicable standards. 
 
Collate data according to the 
procedures and standards defined in 
the Quality Management System. 
 
Respond to data and information 
requests from the public and 
Consultants.  
 
Assist Environmental Monitoring staff 
in the field, when required to do so.  

 
• Data is collated and processed in a 

timely manner, in line with ORC 
policy and legislative standards. 

 
• Data is processed in a manner so as 

its integrity is maintained and is 
viable for analysis. 

 
• Analysis is undertaken providing 

results that are fit-for-purpose, and 
address the identified need. 

 
• Results of data analysed are tailored 

to their audience and made available 
to the appropriate parties.  

 
• Reports of environmental data 

display compliance to the applicable 
legislative standard. 

 
• Procedures are followed 

consistently. 
 
• Data and information requests 

receive an initial response within 
_____ days/hours.  

• Appropriate follow-up/escalation is 
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undertaken for requests unable to be 
met. 

 
• Procedures and SOP’s relating to 

field work are followed when 
undertaking such work.  
 

 
Quality Assurance  

 
In collaboration with other 
Environmental Services staff, develop 
and maintain processes for Quality 
Assurance checking. 
 
Report on the outputs of 
environmental data collection, 
including physical river data and 
compliance data. 
 
Conducting daily checks of data and 
data display systems. 
 
Overview data on the web page and 
make sure the information is up to 
date and outputs are working 
satisfactorily in accordance with 
procedures defined in the 
Environmental Monitoring Office 
Practice Manual. 
 
Maintain up-to-date procedures and 
processes by keeping abreast of 
industry best practice and the 
applicable legislation.  
 

 
• Quality assurance procedures are 

up-to-date and reflect current 
industry best practice and the 
applicable legislation. 
 

• Reporting and daily checks are 
undertaken in line with ORC policy 
with anomalies/issues identified and 
escalated to the appropriate person. 
 

• Web page is current and up-to-date.  
 

• Errors are corrected in a timely 
manner. 
 

 
Database Maintenance 
 

 
Maintain an up-to-date environmental 
database and help in maintaining 
effective data dissemination and web 
page [public] data access systems.  
 
Undertake maintenance and upkeep 
of all environmental data depositories. 
 
In collaboration with the relevant 
laboratory or team [external and 
internal to ORC], ensure data integrity 
is maintained, especially the 
maintenance of data flow and 
incorporation into databases.   
 

 
• The Environmental Database is 

consistently up-to-date and useable. 
 

• Flow on users of the Environmental 
Database [public, web pages] are 
able to access the data in a way that 
is meaningful to them. 
 

• Data integrity is maintained, any 
issues are highlighted or rectified as 
necessary. 

 
Compliance 

 
Encourage compliance through the 
provision of sound advice and 
information to the public. 
 
Advise consents and policy staff on 
water management use. 
 

 
• Advice is provided to the public in a 

timely and accurate manner. 
 
• Consents and policy staff receive 

accurate data in a timely manner and 
work is conducted collaboratively 
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Provide technical expertise and 
support to consents and policy staff 
for consent renewals as required. 
 

where necessary. 
 
• Records and files are kept up-to-

date, so the most recent and relevant 
information is accessible for 
consents and policy staff to make 
assessments when considering 
renewals.  

 
 
Other Duties 

 
Contribute to the flexibility, agility and 
adaptability of your team and the 
wider Organisation, by undertaking 
duties from time to time that may be 
in addition to those outlined above 
but which fall within your capabilities 
and experience.   
Act as a role model for the Otago 
Regional Council in all that you do. 

• You respond positively to requests 
for assistance in own and other 
areas, demonstrating adaptability 
and willingness.  

 
• You produce work that complies with 

ORC processes and reflects best 
practice. 

 
• Where you are unsure, questions are 

asked to ensure policy and best 
practice is maintained.  

 
• Maintain the reputation of the ORC in 

all that we do.  
 
Professional and 
Career Development 

 
Identify, in conjunction with your 
manager, areas for both personal and 
professional development, in line with 
your career development plan.  

• Training and development goals are 
identified/agreed with your manager. 

 
• Performance objectives reviewed 

annually with your manager. 
 
• You actively seek feedback and 

accept constructive criticism. 
 
• A minimum of two performance 

related meetings [outside of the 
formal review process] annually.  

 
Health & Safety 

 
Champion, support, implement and 
adhere to H&S policies and 
procedures, in collaboration with the 
H&S Advisor. 
 
Champion a culture that supports and 
maintains ‘Doing Safety Differently’, 
environmental and sustainability 
practice and management. 
 
Promote a safe and environmentally 
sound working environment and a 
culture of safe and responsible 
behaviours and attitudes, ensuring 
safety.  
 
Contribute to the identification and 
minimisation of organisational risks 

 
• H&S policies and practices and other 

related policy and initiatives are 
complied with to keep yourself and 
others safe in the workplace. 
 

• Works in a safe manner at all times to 
avoid personal injury to self and 
others. 
 

• Accidents and near misses reported. 
 

• All risks effectively managed and no 
outstanding compliance issues. 
 

• There are no preventable work-
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and compliance issues. related injuries and/or incidents. 
 

• Appropriate PPE gear is worn at all 
times within the workplace, as 
required by ORC/legislative policy. 

 
 
Relationships 

 Manager Operations 
 Manager Environmental Services 
 Environmental Monitoring staff 
 Director Environmental Monitoring and Operations 
 Landowners, Ratepayers and Members of the Public 
 Consent Holders and Applicants 
 Consultants and Contractors 
 Other Local and Territorial Authorities 

 
 

Qualifications and Experience 

Essential to have the following: 

 A tertiary qualification in science, geology, geography or related field 

 Experience in database management and data analytics 

 Experience in interpreting legislation and following due process 

 Confident in advocating and negotiating 

 Sound understanding of environmental data collection, processing and archiving using Hilltop 

 Working knowledge of Microsoft suite [Access, Excel & Word] and understanding of computer 
programming 

 Self-managed and can take the initiative 

 Strong organisational skills and processes 

 Excellent interpersonal and communication skills [including report writing] 

 
 

From time to time it may be necessary to consider changes to the position description in response to the 
changing nature of our work environment – including technological requirements or statutory changes.  This 
Position Description may be reviewed as part of the preparation for your annual performance and 
development review. 
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