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ROLE DESCRIPTION 
May 2022 

 
Title and Reporting Relationships 

 
Position Title Chief Executive, Kāpiti Coast District Council 

Tumuaki 
 

Financial and HR 
Delegations: 

Financial: This position holds a financial delegation of 
$2,400,000. The position holder is authorised to enter into 
any contracts in relation to the duties of the position up to this 
specified limit in accordance with the Council’s procurement 
policy.  
Human Resources: This position holds the highest 
delegation at Level A.  A copy of the HR Delegations is 
available upon request.  
 

Role of the Kāpiti 
Coast District 
Council 
 

In the current local government environment, the Council must 
be well positioned and supported to meet the current and 
future needs of communities for good quality local 
infrastructure, local public services and performance of 
regulatory functions in a way that is most cost-effective for 
businesses and households. The Council needs to be ready 
for, and respond appropriately to, changes in external 
operating environments (such as shifts in government policy), 
which in turn influence how we do things.   The Council is 
working to be well-positioned not only to see what is coming 
but also to take opportunities to influence the shape of these 
externally driven changes. 

 
Our behaviours demonstrate our commitment to build and 
maintain an organisation that is acknowledged and respected 
for being: 

• Caring – we understand our customers’ needs, share 
information and work as a team; 

• Dynamic – we bring a can-do attitude to make it 
happen; and 

• Effective – we get it right and deliver consistent, value 
for money services. 

 
The Chief Executive will be aware of political sensitivities, 
support equal employment opportunities, and demonstrate an 
understanding of the implications of the Treaty of Waitangi on 
the operations of a local authority. 
 

Purpose of Position 
 
 
 
 

The Local Government Act provides that the Chief Executive 
is responsible directly to the Council for implementing 
decisions of the Council; advising members; ensuring all 
functions, duties and powers are properly performed and 
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 exercised, and ensuring the effective, efficient and economic 
management of the activities of Council. 
 
The Chief Executive of the Kāpiti Coast District Council is 
responsible for ensuring the Council's plans, policies and 
strategies are implemented in the most effective and cost 
efficient manner.  The role is responsible for the overall 
management of Council business in accordance with Council 
policy and objectives, ensuring behaviours are consistent with 
our values and demonstrating our commitment to building and 
maintaining an organisation that is acknowledged and 
respected for the way it delivers services. We do this by being: 
 

• Caring – we understand our customers’ needs, share 
information and work as a team; 

• Dynamic – we bring a can-do attitude to make it happen; 
and 

• Effective – we get it right and deliver consistent, value 
for money services. 
 

A key component of this role is to establish and maintain an 
effective, high quality working relationship with the Mayor in 
order to enable the best opportunities for the provision of 
appropriate support and guidance. 
 

Authority Limits/ 
Delegations 
 

The Chief Executive is a direct employee of the elected 
Council and is responsible for the overall management of the 
business of the Council and the employment and 
management of its staff.  
 
Notwithstanding the above, during the term of the Agreement 
the Chief Executive will consult with the Mayor, or Council, or 
its appropriate Subcommittee, in the appointment and/or 
termination of any staff who will make up the Council's second 
tier senior managers. 
 
The Chief Executive will be responsible for: 
 
Staff Management 

• The appointment, deployment, transfer, promotion, 
discipline and dismissal of staff. The authority to dismiss 
staff who are in a direct reporting relationship or second 
tier managers shall only be exercised after consultation 
as referred to in the paragraph above; 

• Setting remuneration and establishing performance 
criteria within the overall budget and staff establishment 
fixed by the Council. 

 
Operating Expenditure 

• Commit expenditure in accordance with the estimates 
approved by Council and Council approved 
delegations. 

 
Legal Status: The Chief Executive is appointed as Principal Administrative 

Officer of the Kāpiti Coast District Council in terms of the Local 
Government Act 2002 and its Amendments.  

 



JD Chief Executive May 2022 Page 3 of 7 

PRINCIPAL AREAS OF RESPONSIBILITIES 
Under s42(2) of the Local Government Act 2002 the Chief Executive is responsible to 
the Kāpiti Coast District Council for: 
 
(a) implementing the decisions of the Council; and 
(b) providing advice to members of the Council and to its community boards, if any; 

and 
(c) ensuring that all responsibilities, duties, and powers delegated to him or her or to 

any person employed by the Council, or imposed or conferred by an Act, 
regulation, or bylaw, are properly performed or exercised; and 

(d) ensuring the effective and efficient management of the activities of the Council; 
and 

(e) maintaining systems to enable effective planning and accurate reporting of the 
financial and service performance of the Council; and 

(f) providing leadership for the staff of the Council; and 
(g) employing, on behalf of the Council, the staff of the Council; and 
(h) negotiating the terms of employment of the staff of the Council. 
 
Under s42(3) of the Local Government Act 2002, the Chief Executive is responsible to 
Kāpiti Coast District Council for ensuring so far as is practicable, that the management 
structure of the Council: 
 
(a) reflects and reinforces the separation of regulatory responsibilities and decision-

making processes from other responsibilities and decision-making processes; and 
(b) is capable of delivering adequate advice to the Council to facilitate the explicit 

resolution of conflicting objectives. 
 
Leadership Qualities and Duties 
 
The Chief Executive will: 
 
(a) discharge the specific responsibilities directed by the Council; and 
(b) imbue the employees of the Kāpiti Coast District Council with a spirit of service to 

the community; and 
(c) promote efficiency in the Council; and 
(d) be a responsible manager; and 
(e) maintain high standards of integrity and conduct among the employees of the 

Council; and 
(f) ensure that the Council is a ‘good employer’ (see below); and 
(g) promote equal employment opportunities. 
 
The Chief Executive will champion personal and professional standards and 
organisational values, recognising and encouraging their application 
 
Good Employer 
 
Under clause 36(2) of Schedule 7 of the Local Government Act 2002, the Chief Executive 
must ensure that the Council operates a personnel policy that complies with the principle 
of being a good employer, including provisions requiring: 
 
(a) good and safe working conditions; and 
(b) an equal opportunities programme; and 
(c) the impartial selection of suitably qualified persons for appointment; and 
(d) recognition of: (i) the aims and aspirations of Māori; (ii) the employment 

requirements of Māori; (iii)  the need for greater involvement of Māori in local 
government employment; and 

(e) Opportunities for the enhancement of the abilities of individual employees; and 
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(f) Recognition of the aims and aspirations, the cultural differences, of ethnic or 
minority groups; and 

(g) Recognition of the employment requirements of women; and 
(h) Recognition of the employment requirements of persons with disabilities. 
 
People Management 
 
The Chief Executive will ensure the effective utilisation of human resources within the 
organisation, through the development of effective human resource policies, practices 
and procedures aligned to the vision and values of the Council as embraced in Council’s 
plans, policies, and strategies. This will be evidenced by: 
 

• The creation and maintenance of an open and constructive culture where staff are 
encouraged to belong and contribute; 

• Staff that are well trained, motivated and consider the Council to be a good 
employer; and 

• The development and maintenance of capacity and capability in the organisation 
to deliver Council required work programmes now and in the future.  

 
Community Relationship Building 
 
The Chief Executive will establish and maintain relationships which will further develop 
the long term goals of Council and ensure there is genuine participation by the 
Communities that make up the Kāpiti District in setting the strategic direction of the 
District by: 
 

• Actively encouraging participation by the various Communities within the Kāpiti 
District; 

• Establishing credibility and building strong partnerships with the business and 
service sectors to further opportunities for the Kāpiti District; 

• Ensuring that the community is kept informed in an accurate and timely fashion 
regarding Council activities; 

• Ensuring strong relationships are built with other Councils within the Region; 

• Seeking out opportunities for strategic alliances to service the Council's objectives; 
and 

• Ensuring that Council develops and maintains a good working relationship with iwi. 
 
Council Advice and Support 
 
It is essential that the Chief Executive role establish and maintain a high quality, effective 
working relationship with the Mayor. It is the Chief Executive’s responsibility to provide 
high quality support and advice to the Council on such matters as strategic policy, the 
legal and statutory obligations of the Council, and clarity on issues of governance.  
Through the provision of this advice, it is the Chief Executive's responsibility to ensure 
that all legal and statutory obligations are met. The Chief Executive needs to ensure an 
appropriate monitoring regime is in place to provide assurance to Council on the effective 
and efficient implementation of Council’s policies, plans and strategies.  
 
Key Tasks 
 

• Provide strategic policy advice to the Council in order to assist them develop 
strategies which anticipate future changes in the demand for services from the 
Council; 

• Provide advice to the Council on their legal and statutory obligations; 

• Provide opportunities for the Councillors to develop a further understanding of their 
role and responsibilities; 
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• Provide support to Council on its governance role; 

• Ensure that the Council is kept updated and provided with sound advice so that 
the District’s interests are well represented during regional governance 
discussions; 

• Report regularly to Council on the implementation of Council's plans, policies and 
strategies; and 

• Ensure that the Council is kept informed on key issues and provided with regular 
briefings on key activities and changes in legislation. 

 
Strategy and Planning 
 
The Chief Executive will provide the strategic leadership to develop the Council's plans, 
policies and strategies by: 
 

• Providing input into the development of Council's plans, policies and strategies 
including the Long Term Plan;  

• Developing and implementing an Annual Plan which includes key performance 
indicators and quality management and audit procedures to monitor effectiveness, 
ensuring compliance with all statutory and regulatory requirements; 

• Ensuring that the Council develops and delivers services which meet the identified 
needs of the Communities of the Kāpiti District; 

• Ensuring Kāpiti’s image is promoted in accordance with the strategic vision; and 

• Ensuring the Council is seen as a champion of environmental sustainability. 
 
Operational and Financial Management 
 
The Chief Executive will ensure the effective, efficient and economic management of the 
activities of Council in accordance with Council’s plans, policies and strategies by: 
 

• Preparing annual budgets for revenue and expenses for approval by the Council; 

• Ensuring the District’s interests are well represented, the Council is kept informed 
and appropriate monitoring systems are in place as design consenting and 
construction progress on the NZ Transport Agency Expressway projects; 

• Managing the organisation prudently, pursuing Council and community objectives, 
actively managing risks and meeting effectiveness goals in as efficient manner as 
possible; 

• Providing the Council with regular financial operational reports; and producing an  
annual report in accordance with the appropriate Legislation; 

• Managing Council regulatory functions in accordance with statutory requirements 
and good practice; and 

• Ensuring the Council is meeting its CDEM responsibilities. 
 
Career Development/Networking 
 
The Chief Executive will undertake approved career development training and/or 
networking in the interests of the Council. 
 

Personal Key Results 

• Establish and maintain effective and efficient working relationships with key 
stakeholders with a particular focus on community shapers and leaders. 

• Embody and model a strong public service ethic and a can-do approach, leading 
the organisation to: be transparent and accountable; be politically neutral; provide 
quality advice and high standards of customer service; act as a steward for the 
community’s resources; and use public money wisely and prudently.  

• Contribute positively and effectively to the operation of the organization. 
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• Take responsibility for your own self development in order to enhance skills and 
knowledge applicable to current and future positions. 

• Exhibit behaviours consistent with the understanding of the Treaty of Waitangi and 
its application for the Council. 

• Take responsibility for high quality performance across the entire scope of Council 
activities. 

 
Health and Safety 

The Chief Executive is in a unique position to influence health and safety and its priority 
within Council activities and initiatives. The Chief Executive is considered an Officer 
under the Health and Safety at Work Act 2015 and must exercise the following due 
diligence obligations to ensure the Council complies with its duties: 

1. Keep up to date with health and safety matters. 
2. Understand the nature of the business and its hazards and risks. 
3. Ensure the PCBU (Council) has appropriate resources and processes to 

eliminate or minimize risks to health and safety. 
4. Ensure there are appropriate reporting and investigation processes in place. 
5. Make sure there are appropriate processes – monitor. 
6. Verify. 

 
The expectation of the Chief Executive’s responsibilities for health and safety also 
include: 

• Visibly demonstrating to Council employees and stakeholders that good health 
and safety practices are an integral part of the Council culture. 

• Integrating health and safety requirements and expectations into daily business 
making decisions. 

• Determining and regularly monitoring the resources required to effectively 
deliver the annual Health & Safety Plan and achieve agreed performance 
targets. 

• Reviewing health and safety performance with an inquiring mind , looking to 
understand and gain insight and assurance that risk is being effectively 
managed and balanced along with other Council priorities. 

• Hold self and Senior Leadership Team to account through setting clear 
expectations and performance goals that enable each person to contribute 
towards making Council a safe and healthy place to work. 
 

Essential Skills, Knowledge, and Experience 

• Demonstrated sound experience working at a similar senior level managing vision 
and purpose, and building an environment to acknowledge and develop effective 
people leaders. 

• Demonstrated thorough understanding of the Local Government Act and its 
application. 

• An understanding of the Treaty of Waitangi and its obligations. 

• Excellent interpersonal skills with a demonstrated commitment to customer service 
and willingness and ability to work with a wide range of people within and outside 
the organization.  

• Demonstrated sound experience working at a similar senior level managing vision 
and purpose, and building an environment to acknowledge and develop effective 
people leaders, and champion effective leadership and management.  

• Demonstrated strategic agility. 

• Proven experience in successfully establishing, building and maintaining effective, 
professional working relationships with key stakeholders including the ability to build 
and maintain those relationships based on a collaborative, collegial and 
cooperative working style. 

• Proven effective negotiation and influencing skills and conflict resolution ability.  

• Demonstrated strategic, and business/commercial acumen. 
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• Demonstrated understanding of how to do a great job and enjoy doing it. 

• Holder of a current and valid NZ Drivers’ licence. 
 

OTHER INFORMATION 
Civil Defence Duties 
 
All staff of Kāpiti Coast District Council may be required to undertake Civil Defence duties 
in the event of an emergency.  (Training will be given as appropriate.) The Council likewise 
recognises the staff member’s need to ensure their family’s needs are adequately catered 
for. 
 
Performance Review 
 
Performance in this position will be assessed in accord with the provisions of the 
employment agreement. 
 
Remuneration 
 
Remuneration will be set and reviewed in accord with the provisions of the employment  
agreement. 
 
 
Krisnasamy Gurunathan 
Mayor, Kāpiti Coast District    
 

     
 
 
 
 
 

 
Approved: 4 May 2022 
 
 


