JOB DESCRIPTION

Job Title: Information Officer - Print

Apiha Mohiohio Tanga
Position Title (on RemWise):  Information Officer- Print
Work Unit: Corporate Information Team
Work Group: Corporate and Governance
Reports to: Corporate Information Team Leader
Responsible for: NIL

Position purpose:

This role is responsible for managing all printing requests, while meeting best practice standards and
legislative requirements, process inwards/outwards mail, action support services requestsand provide
ECM assistance

Salary:

Provide document processing and collation services to Horizons Regional Council (HRC)
Supportthe Corporate Information Team Leaderin providing Horizons a culture of excellent
information management

Manage the flow of HRC’s digital reproduction requests and distribution requirements
(considering copyrightrules)

Liaise withinternal and external customers and respond to printingand portal requests
Provide advice and support to staff for our Enterprise Content Management (ECM) system -
Kaka

$55,336 (85%) - $65,101 (100%)
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KEY RELATIONSHIPS

EXTERNAL INTERNAL
= Resource material suppliers = BusinessServices Manager
=  Vendors/Suppliers = Corporate Information and Records Team
= Resource material suppliers = AllHorizons Regional Council staff

= External customers—Ricoh, Mirage, TIMG,
Office Max, Robert Embroidery
=  Mail and CourierService delivery agents

KEY RESULT AREAS

Key result areas have beenidentified to assist in formulating performance objectives. The duties of the
position are being carried outin a successful mannerwhen:

JOB HOLDER IS ACCOUNTABLE FOR JOB HOLDER IS SUCCESSFUL WHEN
Document Production
=  Process Horizons Regional Council .

The documents are formatted and print

documentsincluding printing, collation,
binding, trimming, and laminating documents
as requested by customers

Quality check the progress of printing jobs to
ensure excellent quality of documents
produced

Provide advice and work collaboratively with
internal and external graphicdesigners to
prepare files for the print production process

correctly and of a high quality with correct
Council branding

All photocopying, collation, laminating and
binding carried outto the required standards
and within agreed timeframes.
Customersare keptinformed of progressina
timely manner.

Document production methods are
researched and moderntechnologyis
recommended and used as possible.
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Works collaborativelywith othersto enhance
and/ordevelop documentation to a high
standard

Provide advice and assistance for design
layouts for brochures, handouts, booklets,
leaflets, manualsand anyre-runs
Programme printinginstructions, layouts into
allequipmentlocatedinthe printroom
Provide advice and work collaboratively with
internal and external graphicdesigners to
prepare files for the print production process
Ensure abatement letters and infringement
notices are completed correctly, duplicated
and filed as perlegal requirements

Maintain exemplary level of confidentiality
and privacyinall aspects of work

High degree of customerfocus
Continuousimprovementandinnovation to
increase sustainable capability within
processesanddeliveryinline with Zero
Waste

Ensure a high level of knowledge of
digitisation, privacy and copyright
requirementsis maintained and
communicated tothe requesters of the
service

Arrange required maintenance of Document
Production Room equipment

Equipmentin Document Production Room
functionsreliably and consistently

All printers/copiers are maintained and
servicedtoa high standard at Regional House
and Te Ao Nui

Service Technicians are called if required for
printing/copying machines including ordering
of parts and updating configuration of the
machines

Excellent customerservice and
communicationisalways provided

All requests forservice, incidents, problems,
changes and projects are recorded and
carried out to a level that meets the needs of
the stakeholders

Documentationis maintained to alevel that
meets the needs of the stakeholders and
minimises the risk to Council

Work has been prioritised and deadlines are
met

Access Permissions and Identification (ID) Cards

Manage the production of ID Cards for staff
and assign building permissions to new staff
for Te Ao Nui, Regional House, Queen Stand
Arena

Manage a register of all staff card security
permissions, add new staff, train staff on
card use on how to access the buildings and
remove permissions when staff leave HRC
Notify PNCC of new staff accessto Arena
Train new staff in how to access the buildings
Provide new cards for existing staff when
requested

Photos are accurate

A security pinand security clearance is given
Access to relevant parts of all HRC buildings,
Arenaand Queen Streetisgiven

ID cards are processedina timely manner of
whenrequested

Permissions and cards are assigned correctly

Information and Records Management

Proactively promote and support by
providing advice, and guidance, to ensure an
efficient operation of our ECM (Kaka)
Provide support for ECM Business as Usual
(BAU) as and whenrequired

Back scan all paperrecords in conjunction
with the Corporate Information and Records
Team Leader

Preparation, scanning and profiling/saving of
various documents, as assignedinatimely
and accurate manner

Teams are satisfied with the service provided
and all correspondence is being filed daily
and can be located promptly when required.
Users are well supported and comfortable
askingforassistance and help and advice
with Kaka and M365

Otherdutiesare carried out as agreed with
the Corporate Information and Records Team
Leader
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Assist with filingand administrationin the ECM
as required.

= Adheretoall Corporate Informationand
Records Management policies and
procedures

= Assistand support Council’s Enterprise
Content Management System SharePoint
online (Kaka)

= Assistwithtraining for Kakaas required

= Retrieve Information for Council staff and the
publicwithin Kaka

= Provide assistance to Information Officer as
required

= Respondtoelectronicinformation requests
as required

= Take on role of superuserof the document
management system (Kaka) to provide
expertiseand supportto usersas necessary

= Provide advice and support to HRC staff on
M365 to ensure functionality of the ECM

Mail, Courier Services and Administration

= Monitorportal requestsforservice and
respondto as appropriate

= QOpen,sort, record, scan and circulate
inwards mail — high customerservice focus

=  Manage outward mail including
communications with DX mail

= Complete courierdeliveries using
GoSweetSpot

= Carry out deliveries and pick-ups from our
other offices three times perweek and other
suppliersasrequested

= Manage and maintain all stationery requests
ensuring the stationery cupboardis stocked
with stationery for staff to access

= QOrderprintroom suppliesaswell as
specialist products for document production

= Maintainstock levelsand provideassistance
to staffinthe replacement of all printerand
copiercartridges

= Ability tounderstand business processes and
continuousimprovement

= Undertake filing, listingand arrangement of
paperrecordsas required.

= (Create purchase orders as required

= QOrganise forthe documentdestruction bins
to be ordered and changed

= Coordinate and communicate with DX mail
and NZ Couriers forlarge mail outs

= Coordinate uniform pick-up and delivery for
uniforms sentto Robert Embroidery

= Completeregularstocktake of envelopes

Portal requests are processedinatimely
manner

Incoming mail is dealt withinaccordance
with established policy and proceduresand
distributed within the required deadlines
All outward mail, freightand courieritems
are dispatchedinanaccurate and timely
manner

Alltasks are carried out inan accurate and
timely manner

Printerand copier cartridges are replaced
with minimal disruption

Adequate stocks of stationery supplies are on
hand and the stationery cupboardis
maintained with acceptable stock levels
Paperand other mail, freightand courier
supplies are maintained

Copiesofrelevant correspondence are
providedforfilingwhere required

Accounts are checked and processed forsign
off as required

Ensure the document destruction binsare
processed efficiently and purchase orders are
managed efficiently

Users are well supported and comfortable
asking forassistance onthe document
management system and process
Otherduties are carried out as agreed with
the Corporate Information and Records Team
Leader

Regular stocktakes of envelopes are carried
out andreported to the Corporate
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= Back scan all paperrecords in conjunction Information and Records Team leaderfor

with the Corporate Information and Records ordering of new stock
Team Leader = Back scanningof resource consentsis carried
= Preparation, scanningand profiling/saving of out

various documents, as assignedinatimely
and accurate manner

Corporate Contribution

= Maintain own professional development. =  Appropriate trainingand development

®» Undertake Performance Development undertaken as agreed.
tasks/responsibilities. =  Corporate responsibilities are undertaken

= Undertake Health and Safety and completed accurately, meeting specified
tasks/responsibilities. standards and within agreed timeframes.

=  Participate inemergency management = Contributionto projectsand corporate
activitiesasrequired. initiativesis effective and valued.

= Participate and contribute to corporate = Administration requirements are completed
projectsandinter-teaminitiatives as agreed. timely and accurately.

= Looksa new waysto improve business
processesand efficiency
= |sateamplayerand contributestothe team

QUALIFICATIONS

Knowledge/Experience

= Understandthe digital print business

= Good general experience with document production

= Relevantexperience inrecords and/or office systems

= Have a strong knowledge of Microsoft 365 and SharePoint online and all print room platforms
= Have an affinity with up to date office technology

Working Knowledge

= Competentinthe use of document production equipment

= Understanding of formatting documents

= Have an understanding of PublicRecords Act 2005 and Privacy Act 2020

= Have strong communication skillsincluding both written and oral

= |deally has experience within a Records and Document Management position, and/or has
knowledge of the principles and practices of Documentand Records Management

= Have excellentcomputerand know of industry/council trends

= Quality customerservice

= Customerservice skills

= Time management

= Competentuse of relevant office and data management software

= Safework practices
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COMPETENCIES FORPERFORMANCE DEVELOPMENT

Customer Focus

=  Commitmenttomeetingthe needs of anyone they work forand with including colleagues.

Job Knowledge

= Havethe knowledgeand skills to performthe requirements of the position.

Communication

= Use writtenandverbal language and style appropriate to the audienceand context.
Teamwork

=  Work constructively with people asateam memberto achieve acommon goal.
Dependability and Commitment

= Reliable and dedicated to achieving results.
Continuous Improvement

= Adjuststochange and different perspectives, thinks proactively, pursues opportunities and take
appropriate action.

Organising for Results

= Ensuresworkis completed effectively and within agreed deadlines.

PERSONALATTRIBUTES

= Excellentcommunication skills (verbal and written)

= Abilitytorelate toa wide range of people.

= Attentiontodetail

=  Commitmentto providing excellent customerservice.
= Highlevel of integrity and confidentiality.

= Alwayslookingforbetter ways of doingthings

=  Abletoworkwith minimal supervision

= Abletoworkunderpressure

= Willingnesstolearn

= Positive approach

OTHER REQUIREMENTS

Be prepared to:
= Occasionally work outside of normal business hours.
= QOccasional overnight stays awayfrom home.
= Undertake activities, as directed, as part of Horizons Regional Council’s response toflood events,
environmental incidents and emergency response.
= Maintaina proactive approach to Health and Safetyinrelation to yourresponsibilities and
ensure legislative responsibilities and codes of practice are complied with.
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DECLARATION

This position description is prepared on the basis of existing and foreseen duties and
responsibilities. As such it will not prejudice further specification and/or rearrangement at
a laterdate. Also it will not prejudice a particularincumbent’s ability to achieve personal
development through a change (or partial change) in duties and/or position.

Te Whirinaki

STRENGTH TOGETHER

W

MA rau ringa
e tutukl

(Manager) Date: ___/___/___

Approved:

Read and Understood: (Incumbent) Date: ___/___/___
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