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POSITION DESCRIPTION 
Effective from: May 2019 

 

Position Title Senior Advisor to the Mayoral Forum 

Reporting To Executive Advisor 

Directorate Chief Executive Office 

Location Dunedin  

 
 

Our Organisational Values and Behaviours 
 

Caring 
We take great care 

in all we do 

Collaborative 
Great 

relationships 
enabling great 

outcomes 

Accountable 
Deliver on our 

promises 

 

Trustworthy 
We do what we 

say we’ll do 

 

Creative 
Seeking better 
ways of doing 

things 

Open & 

Honest 
Encouraging 

openness and 
honesty 

▪ Taking due care 
▪ Using resources 

appropriately 
▪ Kaitiakitanga 
▪ Responsiveness 

▪ Common 
vision 

▪ Sharing 
knowledge and 
resources 

▪ Partnerships 
with common 
goals 

▪ Team work 

▪ Having honest 
conversations 

▪ Doing the right 
thing  

▪ Trustworthiness 

▪ Ownership 
 

 

▪ Speaking with 
courage 

▪ Acting ethically 
and with mana 

▪ Following up 

▪ Enabling great 

outcomes for 

all 

▪ Challenging 
the ‘status quo’ 

▪ Continuous 
improvement 

▪ Creative 
problem 
solving 

▪ Understanding 

the ‘why’ 

▪ Speaking up 
▪ Being 

approachable 
▪ Speaking with 

integrity 

▪ Inviting 

differing points 

of view 

 

Purpose 

The Otago Mayoral Forum includes the Mayors of Waitaki District Council, Dunedin City Council, Central 

Otago District Council, Queenstown Lakes District Council and Clutha District Council and the Chair of the 

Otago Regional Council. The secretariat for the Forum is provided by the Otago Regional Council.  

In a move to achieve more for the region, the Forum is seeking to focus on several shared areas of interest 

such as housing, water, access to labour as well as other developing areas and issues.  

The purpose of this position is to provide strategic advice to the Forum, supporting informed decision-making 

and targeted responses, whilst keeping an eye towards the future in support of the Forum working proactively 

on developing future areas of interest. The Senior Advisor will be the key support for fostering collaboration 

across the regions Council’s and with central government and will assist in identifying opportunities for 

working together and solving shared problems. The Senior Advisor will prepare Forum correspondence and 

submissions, and manage the logistics and administration associated with Forum communications and 

meetings, generate any necessary shared work plans, formulate key policy and strategy for progressing 

solutions to key regional issues and increasing the effectiveness of joint responses of Council’s across the 

Otago Region. 

 

Results Area Activities Expected Outcome 

 

Strategic Advisory 

 

 

Prepare and provide advice to the 
Forum on current and future priority 
areas (of shared interest). 

 

Actively ‘scan the horizon’ for 
emerging opportunities, risks and 
shared interest areas. 

 

• Advice provided is timely, well 

informed and accurate. 

 

• Position-holder is well abreast of 

trends/issues/risks within the current 

operating environment (internal and 

external).  
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Analyse, and provide high quality, 

well-founded advice on potential risks 

to the Forum. 

 

Engage with members of the Forum 
to ensure alignment of activities with 
those of local bodies.  

 

Build and maintain effective working 
relationships with Forum members. 

 

Build and maintain relationships with 
key stakeholders, such as local 
community groups and local and 
central government.  

 

Prepare reports on Forum activities, 
research and focus areas. 

 

Present reports as required.  

 

Assist in the development of the 

Forum strategy and policy and 

determination of key priority areas. 

 

Assist in the development and 

execution of implementation plans.  

 

Identify and act upon opportunities 

for process and systems 

improvement.  

 

 

• Risks are identified in a timely 

fashion.  

 

• Strategy is in place to minimize the 

impact of risks to the organisation. 

 

• Engagement with Forum members, 

as well as other key stakeholders is 

timely, proactive and professional. 

 

• Reports are engaging, accurate and 

in line with the scope and other 

requirements set down by the 

Forum.  

 

• Report presentations are engaging 

and professional.  

 

• Evidence of effective assistance in 

the development of a Forum strategy 

and associated key priority areas.  

 

• Evidence of strategic assistance for 

the development and execution of 

implementation plans. 

 

• Evidence of continuous 

improvement. 

 

Submissions and 

Communications 

 

 

Manage communications on behalf 

of the Forum, subject to the 

appropriate authorisation being 

granted. 

 

Produce responses and 

recommendations on Forum reports 

and papers.  

 

Provide strategic stakeholder 

relations advice to the Forum. 

 

Manage the public portfolio of the 

Otago Mayoral Forum.  

 

Ensure Forum communications are 

engaging, and in line with statutory 

requirements.  

 

 

 

• Communications going out are 

timely and have received the 

appropriate authorisations prior to 

being publicised.  

 

• Responses/recommendations are 

timely, accurate and professional. 

 

• Stakeholder relations advice is 

aligned to the strategic objectives of 

the Form and provided in a timely, 

professional manner. 

 

• Evidence of proactivity in regards to 

risk management and stakeholder 

engagement. 

 

• The public portfolio of the Forum is 

strategically placed to enable 

success. 

 



 

Page 3 of 6 
 

Work to establish, maintain and 

enhance relationships with key 

partners, such as local Iwi, Local 

Government bodies and 

counterparts, and Central 

Government.  

 

Write and manage, on behalf of the 

forum, submissions on national 

issues or government consultation 

processes.  

 

Work with Forum members to 

ensure submissions are accurate, 

reflective of the position of the 

group, and advocate effectively and 

appropriately for the needs of 

Otago. 

 

Attend and present at community 

meetings as required.  

 

 

• Forum communications are tailored, 

engaging and in-line with statutory 

requirements.  

 

• Relationships with key partners are 

proactive, professional and are able 

to withstand external forces. 

 

• Submissions are well-founded, and 

are reflective of the Forum’s position. 

 

• Submissions are accurate and 

presented in a timely and 

professional manner.   

 

• Advocacy is professional and 

reflective of a values-based 

approach.  

 

• Presence at community meetings is 

professional, presentations are well-

informed and questions are 

managed appropriately.  
 

 

Logistics and 

Administration 

 

 

Manage the provision of effective 

services to ensure the smooth and 

efficient running of Forum meetings 

and associated activities.  

 

Ensure meeting proceedings are 

managed in accordance all relevant 

legislation. 

 

Ensure the delivery of agendas, 

minutes and other relevant 

documentation in accordance with 

requirements.  

 

Provide advice and guidance as 

required with regard to report 

formatting and writing, enabling 

informed political decision making. 

 

Manage political requests arising 

from Forum meetings. 

 

Provide guidance and support to 

the team responsible for minute 

taking, meeting coordination and 

catering, and circulation of relevant 

documentation.  

 

 

• Meetings scheduled, organised and 

resourced. 

 

• A high-level of customer service is 

evident.  

 

• Activities within the scope of the 

position are managed so as to 

support the efficiency of Forum 

meetings. 

 

• Agendas, minutes and other 

relevant documentation are 

circulated and made available in 

accordance with requirements. 

 

• Agendas, minutes and other 

relevant documentation are 

accurate, detailed and circulated in a 

timely fashion. 

 

• Political requests are managed 

appropriately, and in a timely 

fashion. 

 

• All follow-up is undertaken as 

necessary. 

 

• Advice is sound, fit for purpose and 

informative. 
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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, and for the Otago 

Mayoral Forum 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 

and Otago Mayoral Forum in all that 

you 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 

 

Always have the wellbeing of self and 

others as a priority. 

 

Champion, support, implement and 

adhere to H&S policies and 

procedures. 

 

Champion a culture that supports and 

maintains ‘Doing Safety Differently’, 

(the well-being of all ORC 

employees, and all those that we 

work with) environmental and 

sustainability practice and 

management. 

 

Promote a safe and environmentally 

sound working environment and a 

culture of safe and responsible 

behaviours and attitudes.  

 

 

 

 

 

• H&S policies and practices and other 

related policy and initiatives are 

complied with. 

 

• Works in a safe manner at all times 

to avoid harm to self and others. 

 

• All incidents, accidents and near 

misses are promptly 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 as 

required by ORC/legislative policy. 
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Report all risks identified, and 

contribute to their elimination or 

minimisation. 

 

Actively contribute to H&S initiatives. 

 

 
 

Relationships 

▪ Otago Mayoral Forum Members 

▪ ORC Chief Executive 

▪ ORC Executive Advisor 

▪ ORC Leadership Team 

▪ Otago Local Government Employees 

▪ Community Groups  

Person Specification 

The expertise and competencies required for a person reach full competency in the role.   

 Essential Desirable 

Education and 
Qualifications (or equivalent 
level of learning) 

• A Bachelors qualification in any of 
the following [or related field]; 

o Social Science 
o Law 
o Public Policy 
o Land and Resource 

Management 
 

• A Post-Graduate qualification 
in; 
o Economic Development 
o Environmental Studies 
o Planning 

Experience • Prior experience operating within 
a local, regional or central 
government environment. 

• Prior experience operating at a 
Senior Advisory level in any of the 
above.  

• Experience providing advice and 
support at the Executive and 
Governance level of an 
organisation.  

 

Knowledge and Skills  • Strong report writing abilities [for 
both internal and public 
consumption]. 

• Analytical thinker, able to analyse 
and present on several pathways, 
each with their own benefit and 
risk assessments. 

• Ability to think strategically, 
scanning the horizon for future 
opportunities. 

• Strong political acumen.  

• Strong organisational skills and 
processes. 

• Ability to work in a complex work 
environment. 

• Knowledge of some of the 
issues and challenges 
currently facing Otago, and 
those that may present in 
future.  
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Personal Qualities • Can build effective relationships at all levels, both internally and 
externally. 

• A high level of personal resilience. 

• Ability to influence change.  

• Able to organise oneself and others. 

• Self-managed and can take the initiative. 

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

 

 

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 and business needs. 


