
 

POSITION DESCRIPTION 
Effective from: February 2018 
 

Position Title Operations Analyst – Public Transport 

Reporting To Senior Transport Operations Officer 

Directorate Corporate 

Location Dunedin 

 
 
Purpose 

The purpose of this position is to build and subsequently report on effective data analytics tools to support the 
effective and efficient functioning of the Otago Regional Council’s Public Transport Services. 

The role will ensure suitable and timely development and maintenance of Council’s public transport supporting 
technologies, assisting with project delivery from a data analysis standpoint. 

 
 
Results Area Activities Expected Outcome 
 
Data Analysis  

 
Create effective data analytics tools 
and reports to feedback on Councils 
Public Transport operations. 
 
Draw conclusions on data extracted 
from ORC databases, presenting 
them in a meaningful and insightful 
manner. 
 
Monitor systems and reports to 
ensure the smooth functioning of the 
public transport service, taking steps 
to rectify where necessary. 
 
Drive continuous improvement of the 
reporting capabilities of the public 
transport analytics software.  
 
Maintain system reporting on Network 
financial and operational 
performance, NZTA monitoring 
criteria and Council’s reporting 
requirements. 
 

 
• Reports draw on cross-sectional data 

that accurately address the need it is 
collated for.  
 

• Data is cleansed, high quality, 
relevant and reliable.  
 

• The audience interpreting reports 
can draw inference from them, 
providing meaningful data for further 
analysis/future action. 
 

• Data extracted and analysed adds 
value to the ORC transport 
operations, for both the Council and 
the end-user. 
 

• Decision making is enhanced 
through the use of quality and 
relevant reference data. 
 

• Reports meet the standard required 
by the relevant body, such as NZTA.  
 

• The Operations Analyst keeps 
abreast of changes or updates to the 
reporting/legislative requirements, 
and following consultation with the 
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relevant Manager, introduces said 
updates. 

 
 
Contract and Tender 
Preparation  

 
Assistance is provided to 
Management in preparing tenders 
and contracts for the public 
transport service. 
 
Assist the Senior Transport 
Operations Officer and the Manager 
Support Services in contract 
negotiation and supplier liaison.  
 
Assist the Senior Transport 
Operations Officer and the Manager 
Support Services in business 
planning with transport technology 
providers.  

 
• Information is relevant to the project 

and provided in a timely manner. 
 

• In areas where the Operations 
Analyst is responsible, tenders and 
contracts are completed to a high 
standard. 

 
• All due care and diligence is taken 

prior and during negotiations. 
 
• Points raised in negotiations are 

relevant and well-founded. 
 
• Council is held in high regard during 

negotiations and maintains a fair and 
equitable standpoint. 

 
 
Technology Solutions 

 
Perform scheduled reviews of 
Council’s public transport 
technology solutions to ensure they 
are functioning effectively for the 
end-user. 
 
Provide support for the updating 
and upgrading of public transport 
technology so that it remains ‘fit for 
purpose,’ modern and user-friendly  
 
Build relationships with suppliers 
and vendors, to allow for seamless 
rectification of issues, as and when 
they arise. 
 
Enable the reliable delivery of 
Public Transport Technology 
functions, including Ticketing, 
Realtime, Google Transit, Public Wi-
Fi, Electronic Timetables and 
Schedules and Network Planning 
tools.  
 

 
• Public Transport Technology is 

deemed ‘fit for purpose’ and fully 
functional. 
 

• Any issues with the technology are 
resolved in a timely manner, 
escalating to the vendor as and 
when necessary. 
 

• Vendors are fully informed of issues, 
so that they can act appropriately to 
rectify.  
 

• Communication around issues, 
upgrades or faults is delivered in an 
appropriate and timely manner, in 
conjunction with the relevant ORC 
business unit.  

 

 
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.   

 
• 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 
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Act as a role model for the Otago 
Regional Council in all that you do. 

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 
and compliance issues. 

 
• 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-

related injuries and/or incidents. 
 
• Appropriate PPE gear is worn at all 

times within the workplace, as 
required by ORC/legislative policy. 

 
 
Relationships 

 Managers 
 All Employees 
 Technology Suppliers/Vendors 
 Members of the Public 
 Regulatory bodies 
 New Zealand Transport Agency 
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Qualifications and Experience 

The ideal candidate will have: 

 Advanced Microsoft Excel skills (for example, pivot tables, macros and customisation, importing and 
working with data in .csv formats, etc) and/or prior experience and an aptitude to upskill where 
necessary. 
 

 Experience in the management of data and reporting. 

 Knowledge of modern journey planning technologies and applying the data behind them, such as 
General Transit Feed Specification, Google journey planning, etc. 

 Strong organisational skills and processes. 

 Ability to present information in a clear and concise form. 

 Ability to organise and prioritise work. 

 Well-developed communication skills, both written and oral, with the ability to communicate clearly 
with staff and the public. 

 Self-managed and can take initiative. 

It is also desirable to have the following: 

 A tertiary qualification.  

 Experience in Project Management. 

 Strong critical and analytical reasoning skills. 

 Ability to build effective relationships with all levels of the company. 

 Flexible, adaptable and enjoys challenge and change. 

 A strong customer focus including the ability to develop solutions that provide ‘value for money’.  

 Ability to work in a complex work environment, deal with ambiguity and across functions. 

 Knowledge of public transport in the Otago region. 

 

 
 

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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