
 

Page 1 of 6 
 

POSITION DESCRIPTION 
Effective from: August 2020 

 

Position Title Compliance Support Coordinator - Biosecurity 

Reporting To Manager Biosecurity and Rural Liaison 

Directorate Operations 

Location Dunedin 

Supervising N/A 

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 will 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 

▪ Teamwork 

▪ 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 Compliance Support Coordinator is to restore and enhance Otago’s ecosystems through 

implementing biosecurity compliance best practice and enabling and supporting enforcement activities 

carried out by the Biosecurity Team under the Regional Pest Management Plan (RPMP) 2019-2029. 

The Compliance Support Coordinator will not only work closely with all staff involved in pest management 

field inspections (and reinspection’s) which may lead to enforcement but is also responsible for compiling 

and sending enforcement related documents to occupiers on behalf of council under the overall direction of 

the Team Leader Biosecurity and Manager Biosecurity and Rural Liaison.  

The role will also maintain the integrity of specific Biosecurity systems and processes (e.g. SOP Compliance 

Enforcement Manual, internal databases and relationships with IT staff to ensure efficient connections are 

made) and provide monthly reporting KPIs, statistics and statuses on the biosecurity compliance programme 

to the Manager. 

 

Results Area Activities Expected Outcome 

 
Technical regulatory 
oversight and data 
management 

 
Collate, process and audit 
biosecurity inspection data and 
data collected for other regulatory 
activities. 
 

 

• Data is collated, processed, and 
reviewed in a timely manner. 

 

• Notices and letters are 
developed/sent within strict time 



 

Page 2 of 6 
 

In conjunction with direction set by 
the Team Leader Biosecurity and 
Manager Biosecurity and Rural 
Liaison, compile and send 
enforcement documents (e.g. 
s.122, s.128 and s.130 Biosecurity 
Act notices), as directed, and in an 
accurate and timely manner, 
following Biosecurity Act 
requirements and council’s SOP 
Compliance Enforcement manual. 
 
Provide mentoring, training, and 
support to the Biosecurity team 
around processes to follow, (e.g. 
scheduling of reinspection’s) and 
other information as required. 
 
Check compliance of received 
data for timeliness requirements 
as prescribed in the Act and the 
SOP and instigate corrective 
action with the team. 
 
Biosecurity Act and SOP training 
requirements for the Biosecurity 
team, for Authorised Persons, is 
instigated and refresher courses 
maintained on a regular basis. 
 
Manage and maintain Authorised 
Persons updates (instruments of 
appointment) ‘warrants’.  
 
Ensure the Biosecurity enforcement 
policy (at corporate level) is 
developed and maintained.  
 
Biosecurity delegations in the 
delegations manual are updated as 
required. 
 

frames, following ORC SOP 
templates and in line with ORC 
policy and legislative standards. 
Ensure s.112 advice notices issued 
are recorded and kept updated. 
 

• Timely support provided that helps 
officers improve processes overall. 

 

• Procedures are followed 
consistently and improved where 
needed. 

 

• ‘Authorised Persons training 
completed, and AP 
recommendations made to CEO as 
needed.  

 

• All warrants are obtained as 
required.  

 

• Legal processes set down in the Act 
are always followed. 
 

• Policy developed and thereafter 
reviewed as required in conjunction 
with ORC legal counsel. 

 

 
Quality Assurance (of 
and around systems and 
processes) 

 
Ensure that the compliance system 
is effective and efficient to capture 
and store field inspection data, 
enables specific enforcement 
actions to occur and reports to be 
created. 
 
In collaboration with Manger and 
Team Leader, maintain the 
integrity of processes for Quality 
Assurance of the collected and 
archived data (e.g. maintain an up-
to-date database). 
 
Maintain the Compliance 
Enforcement SOP document with 

 

• Create, with IT, a database system 
that is fully functional and 
compatible with field data capture 
applications and vice versa. 
 

• Quality assurance procedures are 
up-to-date and reflect current best 
practice and meeting applicable 
legislation. 
 

• Reporting and daily checks are 
undertaken in line with ORC policy 
with anomalies or issues identified 
and escalated to the Manager, as 
appropriate. 
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updated templates as required and 
other changes as the needs arise 
(e.g. changes to the Act or national 
processes). 
 
Keep at the forefront of cross team 
issues, such as health and safety 
matters around entering land to 
carry out inspections, and that 
steps taken are integrated 
corporately/generically and that the 
Biosecurity profile is elevated 
where appropriate. 
 

• Compliance Enforcement SOP fit 
for purpose and regularly updated.  

 

• Relevant cross-team meetings 
attended as they arise and 
biosecurity matters placed on 
agendas. 

 
Relationships and 
connections (between 
occupiers, the field team, 
and corporate/IT teams) 
 

 
Help with developing team unity 
through the generic implementation 
of biosecurity SOP processes 
across the region, regardless of 
which office the work originates 
from.  
 
Act as the key communications 
and technical channel between the 
Biosecurity team and Corporate IT 
team to ensure database access 
and reporting and the overall 
integrity of data storage and 
retrieval. 
 
Fielding and actioning resolution of 
issues and complaints from 
occupiers who have been served 
enforcement notices (in 
conjunction with the appropriate 
staff member). 
 
Respond to data and information 
requests from the public, 
consultants, and internal staff.  
 
Ensure Customer Services Team 
have in-depth understanding of key 
rules and processes associated 
with the Regional Pest Plan in 
order to reduce escalation of 
standard questions.  
 

 

• New team members are instructed 
on biosecurity SOP processes and 
the system overall. 
 

• Ambiguity around issues between 
IT and field-based requirements 
reduced as far as possible. 

 

• Customer services expectations of 
council staff are met always, no 
valid complaints made. 

 

• Accurate and timely data and 
information is provided with 
customer services expectations 
met. 

 

• Process to keep Customer Services 
Team up to date with Regional Pest 
Plan and FAQs established and 
regularly updated.  

 
Data analysis and 
reporting 

 
Liaise with relevant internal parties 
for whom data is prepared, mainly in 
the form of Performance Review/KPI 
reports as part of the overall council 
compliance reporting. 
 
Assist Biosecurity officers with the 
preparation and interpretation of 
data reports when necessary (e.g. 

 

• Data is processed in a manner so 
as its integrity is maintained and is 
viable for further analysis. 

 

• Work is conducted collaboratively, 
and data integrity is maintained, any 
issues are highlighted and 
corrected, by the officer taking the 
initiative. 
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graphs, spreadsheets, summary 
tables). 
 
Report on the progress of 
compliance data collection and 
processing to the manager. 
 
Report any data issues to the 
manager and propose solutions to 
resolve the issues. 
 

• Timely requests met and accurate 
data portrayed. 

 

• Errors are corrected in a timely 
manner and options prepared to 
resolve issues continually at 
forefront of officer’s thinking. 

 
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 

 
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. 
 

 

• 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. 
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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. 
 

 

• Appropriate PPE gear is worn as 
required by ORC/legislative policy. 

 

 

Relationships 

• Manager and team leader(s) 

• Biosecurity team members (and others in Rural Liaison) 

• Legal team / counsel 

• IT database management team (developing database software) and Finance team 

• Performance and Delivery Specialist  

• RMA compliance team (for cross over, mutual issues) 

• Biosecurity consultants/contractors as required 

• Occupiers who receive formal notices from council 

• Rate payers and members of the public 
 

 

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 
business support in a complex 
environment. 
 

• Experience managing 
complex business and 
administrative processes with 
high stakes outcomes.  

Experience • At least 5 years’ experience 
managing end-to-end compliance 
and/or complex administration 
processes.  

• At least 3 years’ experience on 
process mapping software (e.g. 
Promapp). 

• Advanced knowledge of 
databases and integration of data 
into corporate systems.    

• Experience corresponding with 
public on matters regarding 
complex rules and regulations. 

• Business process design and 
implementation.  

• Experience developing user 
requirements for software needs 
and/or user testing for software 
enhancements.  

• Knowledge of the Biosecurity 
Act and key provisions for 
inspections and enforcement. 

• Public sector experience 
and/or experience in the 
application of policy or 
legislation to business 
processes.  

• Knowledge of GIS (mapping) 
applications. 

• Knowledge of and/or passion 
for Otago’s natural 
environment and biodiversity 
values. 

• Legal writing knowledge. 
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• Experience in following and 
maintaining procedures – process 
orientated. 

• Understanding of data collection, 
processing and analytical 
principles. 

• High level of communications 
skills, both verbal and written. 
Good interpersonal skills. 

• Accuracy in all levels of work – 
high level of attention to detail 
and able to follow a legal 
documentation workflow process. 

• Prior practical hands on 
management of complex data 
collection, storage and auditing.  

• Strong analytical skills and writing 
practical outcomes-based reports.   

• Demonstrated ability to train and 
mentor others. 
 

Knowledge and Skills  • Strong organisational skills and 
processes. 

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

• Ability to work autonomously as 
well as part of a team. 
 

 

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. 


