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POSITION DESCRIPTION 
Effective from: August 2020 

 

Position Title Performance and Delivery Specialist 

Reporting To Manager Biosecurity and Rural Liaison  

Directorate Operations 

Location Dunedin 

Supervising Direct Reports: None 

Budget 2020/21 budget: TBC  
Approved delegation: $5,000 

 
 

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 purpose of the Performance and Delivery Specialist is to restore and enhance Otago’s ecosystems 
through the creation, implementation, and monitoring of metrics and performance and delivery standards. 

The Performance and Delivery Specialist is responsible for supporting the development of Biosecurity, 
Biodiversity and Rural Liaison operational plans, and for reporting on operational delivery against these plans. 
They will lead continuous business delivery improvements within the team, alongside the management of 
wider corporate reporting requirements.   

The role will also support the implementation of projects focused on business improvement, system 
implementation and change. 

 
Results Area Activities Expected Outcome 
 
Operational Planning  

 
In conjunction with Manager and 
Team Leaders, develop annual 
operational plans for areas under the 
responsibility of the Manager 
Biosecurity and Rural Liaison. 
 
Ensure annual operational plans 
align with Council strategy and 

 
• Operational Plans are developed 

within timeframes specified. Staff 
are fully aware of their 
accountabilities.  

 
• Operational Plans reflect Council 

priorities and align with policy and 
best practice.  
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policy, national direction and best 
practice.  
 
Ensure Council meets its planning 
and reporting requirements under 
the Biosecurity Act 1993. 
 
Develop an effective system to 
monitor progress on the delivery of 
annual operational plans. 
 
Create an agile mechanism to 
identify opportunities, areas of non-
delivery or delivery risk and escalate 
these to Manager Biosecurity and 
Rural Liaison. 
 

 
• The Council fulfils its responsibilities 

under the Biosecurity Act 1993.  
 

• Actions within operational plans are 
specified, with clear timeframes and 
delivery progressed is monitored.   

 
• Areas of non-delivery, risks and 

opportunities are identified and 
escalated before delivery impacts.  

 
Financial Reporting & 
Analysis 

 
Ensure Operational Plans are 
delivered according to allocated 
budget.  
 
In conjunction with Manager and 
Team Leaders, prepare annual 
budgets including the LTP (Long 
Term Plan) and AP (Annual Plan). 
 

 
• Operational plans are achieved 

within budget.  
 

• Budgets are prepared with input 
from Team Leaders in accordance 
with ORC processes and 
timeframes.  

 
Continuous Business 
Improvement 

 
Review and document existing 
processes and make 
recommendations on improvements 
where necessary.  
 
Develop process improvement 
procedures to improve operational 
efficiency. 
 
Be a driver for new implementations. 
Create and plan for projects as they 
arise during the implementation of 
new processes. 
 
Develops effective mechanisms for 
succession planning and the capture 
of staff knowledge, systems and 
processes.  
 
Identify training and support needs 
for staff and, where appropriate, 
implement.  
 
Monitor, measure and record the 
efficiency and effectiveness of 
business improvement initiatives. 
 

 
• Documents and communication 

material are regularly reviewed to 
ensure they are accurate, fit for 
purpose and understandable. 

 
• System or process opportunities 

and other general business 
improvements are highlighted and 
implemented.  

 
• Staff role manuals are created and 

updated annually. Technical 
knowledge is documented and 
updated as needed.  

 
• Capability/training gaps identified 

and options for upskilling are 
provided to Manager.   

 
• Initiatives are evaluated for 

effectiveness.  
 

 
Monitoring  

 
Work collaboratively with Biosecurity 
and Rural Liaison staff to develop 
and oversee the gathering and 

 
• Performance and delivery data 

provided on a quarterly basis and 
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dissemination of performance and 
delivery data, dashboards and 
reporting, for informing performance 
and improvements planning. 
 
Identify service gaps in respect to 
operational delivery and 
recommends improvements. 
 
Share information with the 
management team and internal 
stakeholders to inform issue 
management and continuous 
services improvements. 
 

used to inform continuous 
improvements.  

 
• Service gaps identified and plan of 

action implemented to drive 
improvements.  

 
• Staff informed of business 

improvement opportunities and 
operational performance and 
delivery is well understood.  

 
Reporting  

 
Implements and deploy 
contemporary analytical tools, 
methodologies, and 
technology for data gathering, 
processing and reporting purposes. 
 
Develop effective and efficient 
methods to report on operational 
plans and outcomes achieved.  
 
Across all functions, manage 
monthly, quarterly and annual 
Corporate Planning requirements. 
 

 
• Data is presented using best 

practice and is easily understood by 
a range of audiences. 

 
• Effective reporting established.  
 
• Staff input is sought, reporting 

requirements and timeframes met.  

 
Other Duties 

 
Assist with the development of 
internal or external Business Cases.  
 
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. 
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• 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.  
 
Report all risks identified, and 
contribute to their elimination or 
minimisation. 
 
Actively contribute to H&S initiatives. 
 

 
• 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. 

 

 
Relationships 

 Manager Biosecurity and Rural Liaison 
 General Manager Operations 
 Rural Liaison, Biodiversity and Biosecurity staff 
 The ORC Executive Leadership Team 
 Corporate Planning Business Partner 
 Corporate Performance Business Partner  
 Government Departments (Ministry for the Environment, Ministry for Primary Industries, 

Department of Conservation) 
 Crown Research Institutes 
 Territorial Authorities 
 Regional Councils 
 Contractors and Consultants 

 
 
Person Specification 

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

 Essential Desirable 
Education and 
Qualifications (or equivalent 
level of learning) 

• Environmental Sciences or Social 
Sciences or Law degree (or 
similar) or at least 5 years’ 
experience in providing high level 

• A postgraduate tertiary 
qualification with a strong 
Commerce, business 
management or business 
administration component.   
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business support in a complex 
environment. 

• Project management 
qualification or training. 

Experience • 5+ years’ experience of providing 
continuous improvement or 
quality assurance services in a 
public organisation.  

• Proven experience in the creation 
and monitoring of business KPIs, 
performance metrics, service 
standards and agreements. 

• Experience in designing and 
implementing business 
improvement initiatives. 

 

• Training/experience using 
process mapping software 
(e.g. Promapp). 
 

Knowledge and Skills  • Ability to think and act both 
strategically and tactically. 

• Excellent analytical, quantitative, 
and presentation skills.  

• The ability to work independently 
and be an effective contributor in 
a diversified team. 

• Strong organisational skills and 
processes. 

• Excellent communication, 
interpersonal, organisational 
skills, and a demonstrated history 
of high-level achievement in 
cross-functional organizations. 

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

 

Personal Qualities • Can build effective relationships with all levels of the organisation. 
• 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. 
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