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MIRAMAR GOLF CLUB INC. 

Position Description – General Manager –18 August 2021 

1. This is a position description for the role of General Manager at the Miramar Golf Club (the Club).  
It outlines the work to be performed by the General Manager and, when attached to the 
Employment Agreement between the Club and the General Manager, complies with section 
65(2)(a)(ii) of the Employment Relations Act 2000 for there to be a description of the work to be 
performed.  Although it may be attached to the employment agreement, it does not form a part 
of that agreement and therefore is not impacted by the legislated good faith bargaining 
requirements.  This position description may be altered by the Club following consultation with 
the role incumbent. 

2. The position outlined in this description is a three-year fixed term role with a possibility of a further 
two years’ fixed term if needed.  In terms of s.66 of the Employment Relations Act 2000, the 
genuine reason based on reasonable grounds for the fixed term nature of the role is that the Club’s 
existing golf course may transition from 18 holes to 9 holes between 2023 and 2025 the final date 
being 2029 (the Change), as outlined in KRA 1 below.  This will involve very substantial physical 
alterations as well as consequential alterations to nearly every other aspect of the Club’s 
operations.  A General Manager is sought who has the appropriate management skills to lead the 
day-to-day operations as a fixed term project.  Following that project’s completion, the expertise 
profile of the person who will be needed to manage the ongoing Club operation will be different 
to the expertise needed during the next three to five years. 

POSITION PURPOSE 
3. The General Manager of the Club is the senior manager and leader of all the operations of the 

Club acting within, and implementing, the policies of the Club’s Board of Management (the Board).  
The General Manager’s responsibilities impact on all aspects of the Club’s operations, including: 
Board support; bar management; staffing; contractor and advisor management; finances; Golf 
Course use, tournaments, and maintenance; membership; public interactions; sponsorships and 
advertising management; and relationships with the Club’s neighbours.   On behalf of the Board, 
the General Manager is the employer of all other staff of the Club and the primary relationship 
manager with all staff, members, contractors, advisors, and members of the public.  

POSITION PARAMETERS 
4. The General Manager reports to the Board; the Chair of the Board acts as the General Manager’s 

employer on behalf of the Board. 
5. The General Manager has some direct reporting staff, who in turn manage up to eight other staff.  

There are four regular contractors on site and others are contracted as required.  These figures 
may change as the Change is implemented. 

6. The General Manager is responsible to account for about $800,000 to $1,000,000 of operational 
income and expenditure each year along with a capital expenditure sufficient to meet the Club’s 
ongoing needs. 

7. The General Manager needs to be able to operate this job description in a flexible manner in 
relation to the hours and days of work.  There is a requirement for weekend work and at other 
times early starting or late finishing due to the operational requirements of the job. 

Standard delegations 
8. The General Manager has the following delegated authorities.  Other delegations may be 

authorised by the Board in writing following consultation with the General Manager. 

8.1. The General Manager may authorise payment of any individual invoice up to $10,000 
provided the expenditure is within the approved budget. 

8.2. The General Manager may approve the following matters relating to the Club’s employees 
(other than for the General Manager’s own direct reports):  
8.2.1. selection following recruitment including promotion of internal candidates.  
8.2.2. employment agreements.  
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8.2.3. pay increases or bonuses.  
8.2.4. development spending below $2,000 for any one item for an individual employee; 

and  
8.2.5. discipline outcomes except dismissals.   

8.3. The General Manager may engage contractors for projects up to $20,000, without the 
board’s prior approval but agreement from the Board’s chair must be countersigned, 
provided the proposed expenditure is within the applicable approved budget. 

8.4. The following provisions are specifically NOT delegated.  The General Manager must not 
action any of the following until the decision has been approved in writing by the Board Chair: 
8.4.1. any expenditure whatsoever that will advantage the General Manager themselves 

in any way including attendance at conferences or other development activities. 
8.4.2. all matters in clauses 8.2.1 to 8.2.5 relating to the General Manager’s own direct 

reports. 
8.4.3. development spending above $2,000 for one item for an individual employee. 
8.4.4. any personal grievance initiated by an employee or former employee under Part 9 

of the Employment Relations Act 2000. 
8.4.5. any staff dismissal. 
8.4.6. the engagement of any contractor or advisor above the limit prescribed in clause 

8.3.  

KEY RESULT AREAS 
9. The General Manager is responsible for achieving the Club’s objectives and goals in the following 

Key Result Areas (KRA).   
9.1. The Board, in consultation with the General Manager, may establish an annual (or longer if 

appropriate) performance plan setting out specific objectives and targets for each of the KRAs 
and the General Manager’s performance will be assessed in relation to the KRAs, as specified 
below, along with any the achievements or otherwise of any performance plan requirements. 

9.2. The Board may require the General Manager to undertake other tasks, not specified within 
the KRAs, provided those tasks relate to the Position Purpose outlined within clause 3.  

KRA 1 – People relationships 
10. The General Manager has mutual accountability for this section of this KRA with the Board Chair 

10.1. The General Manager must establish and maintain productive employment relationships 
with all direct reporting employees.  Within the delegations limits prescribed in clause 8, 
the General Manager must lead and manage all direct reports ensuring people with the 
appropriate expertise are recruited and retained, managed, remunerated, developed and 
exited from employment in compliance with all Board policies, legislated good faith 
obligations and good employer requirements.   

10.2. The General Manager must establish and maintain productive contractual relationships 
with all contractors and external advisors.  Contractors and advisors must be managed on 
behalf of the Board in accordance with: (i) the written contracts or other appropriate 
documentation; (ii) all appropriate legislation; and (iii) the common law mutual obligation 
of trust and confidence between the parties. 

10.3. The General Manager must ensure that, at all times, all the Club’s operations fully comply 
with the Board’s and management’s obligations to provide a healthy and safe workplace 
for all staff, contractors, Club members and members of the public.   

11. The General Manager has mutual accountability for this section of this KRA with the direct reports 
who manage other staff. 
11.1. The General Manager must ensure the direct reports establish and maintain productive 

employment relationships with their staff ensuring people with the appropriate expertise 
are recruited and retained, managed, remunerated, developed and exited from 
employment in compliance with all Board policies, legislated good faith obligations and 
good employer requirements.   
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11.2. The General Manager must ensure that direct reports ensure that they and their staff in 
turn – 
11.2.1. establish and maintain productive contractual relationships wherever those staff 

interact with contractors or advisors; 
11.2.2. establish and maintain productive membership relationships ensuring that the 

Club’s commitments and obligations to its members are fully implemented and 
membership satisfaction with the Club is maintained at a very high level; 

11.2.3. establish and maintain productive customer relationships with members of the 
public who visit the Club for any purpose, including green fee paying golfers, 
providing very high levels of customer service so that customer satisfaction with 
the Club is maintained at a very high level. 

11.3. The General Manager must ensure that direct reports ensure that those aspects of the 
Club’s operations under their management, at all times, fully comply with the Board’s and 
management’s legislated obligations to provide a healthy and safe workplace for all staff, 
contractors, Club members and members of the public.   

KRA 2 – Financial management  
12. The General Manager has mutual accountability for this KRA with Board Chair 

12.1. Prior to the beginning of each financial year, within timeframes required by the Board, the 
General Manager must develop and present for approval, in accordance with Board 
policies: 
12.1.1. a complete operational revenue and expenditure budget for the coming year; and 
12.1.2. a complete capital expenditure budget for the coming year. 

12.2. The General Manager must, within 20 days following the end of each month present to the 
Board a full set of financial statements to enable the Board to fulfil its responsibilities to 
the Club.  The financial statements must include:  
12.2.1. a statement of financial performance for the month and year to date;  
12.2.2. a statement of financial position for the month and year to date;  
12.2.3. a cash flow statement for the month and year to date; and  
12.2.4. a detailed statement showing revenue and expenditure tracked against the budget 

year to date.   
12.2.5. The financial statements must have attached a summary explaining any serious 

variations from budget, a report of debtor collection actions taken, and any 
foreseeable financial risks of which the Board should be aware. 

12.2.6. The General Manager must ensure that a report is obtained from the Board’s 
investment advisors when appropriate (according to timeframes predetermined 
by the Board) and attached that report to the Board papers for that monthly 
meeting. 

12.3. The General Manager must, within two months following the end of the financial year, 
present to the Board a full set of audited financial statements for that year to enable the 
Board to fulfil its responsibilities to the Club.  The financial statements must include:  
12.3.1. a statement of financial performance for the year;  
12.3.2. a statement of financial position for the year;  
12.3.3. a cash flow statement for the year; and  
12.3.4. a detailed statement showing revenue and expenditure tracked against the budget 

for that year.    
12.3.5. The financial statements must have attached a summary explaining any serious 

variations from budget and any foreseeable financial risks of which the Board 
should be aware. 

12.3.6. The General Manager must ensure that an annual report is obtained from the 
Board’s investment advisors and attached that report to the end-of-year Board 
papers. 

12.4. The General Manager must ensure that accurate reports are presented to appropriate 
authorities relating to the Incorporate Societies legislation and any other appropriate 
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legislative compliance requirements within the required timeframes following approval by 
the Board. 

KRA 3 – Board support 
13. The General Manager shares mutual accountability for this KRA with the Board Chair. 

13.1. The General Manager is the Board Secretariat and must provide all support, 
documentation, reporting and administrative arrangements necessary for the Board and 
its committees to meet and operate effectively.  

13.2. The General Manager must participate in and provide substantial input into the Board’s 
strategic and operational planning activities.  

13.3. The General Manager must be fully conversant with all rules governing Incorporated 
Societies (to ensure that all employees and the Board operate within the framework) and 
also be fully conversant with applicable Club or Council bylaws that might impact the Club 
at any level.  

KRA 4 – Golf course maintenance  
14. The General Manager has mutual accountability for this KRA with the Course Superintendent. 

14.1. The General Manager must ensure that the Course Superintendent develops an annual 
workplan and presents it for approval by the General Manager (and/or Board where 
appropriate) two months prior to the start of each financial year.  That plan must detail 
course maintenance requirements for the year in terms of staffing, machinery utilisation, 
any serious course alterations to occur and the full greenkeeping budget requirements for 
the coming year. Any variations to the workplan, are to be notified to the General manager 
as soon as practical.  

14.2. The General Manager must also ensure that the Course Superintendent, at least two 
months prior to the beginning of each financial year, develops an annual golf course capital 
expenditure budget and presents if for inclusion, by the General Manager, in the overall 
Club capital expenditure budget for presentation to the Board.  That plan must detail any 
costs that are likely to be in excess of the limits set by the Board between operational and 
capital expenditure.  The General Manager must ensure that all such expected costs are 
included particularly in relation to: course alterations or unusual maintenance; any new 
capital equipment required to be purchased; and any expected equipment maintenance 
costs that are likely to require payment from the capital budget.  That Capital Expenditure 
Budget must also include a contingency that would be utilised in the event of an 
unexpected event, for example a flood or drought, requiring emergency spending to 
maintain the golf course in useable condition. 

14.3. The General Manager must ensure that the Course Superintendent maintains the golf 
course to the highest standard so that members’ and visitors’ golfing experience is the best 
it can be within the constraints of the weather at any time.   

KRA 5 – Golf experience  
15. The General Manager has mutual accountability for this KRA with the Club’s tournaments and 

match committees and the Course Superintendent as appropriate. 
15.1. The General Manager must ensure that the golfing experience for members playing on the 

course at any time occurs with the course well prepared and all administrative 
arrangements, are in place for effective golf operations. The General Manager must be 
responsible for managing Golf Handicaps on behalf of NZ Golf. 

15.2. The General Manager must ensure that any tournaments to be held at the Club are well 
advertised in appropriate media, are played with the course in the best possible condition, 
have all administrative arrangements available for use, including computerised calculation 
of results.  The General Manager must assist the Board or Committee members concerned 
to arrange appropriate sponsors for these events and have the prizes obtained and 
available for presentation at the prize-giving.  The General Manager must provide any 
other assistance, and fulfil any other necessary duties, to ensure the smooth running and 
successful completion of tournaments. 
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15.3. The General Manager must assist with the resolution of conflict and help the Board or 
Committees with any discipline or other issues that members may generate from time to 
time. 

KRA 6 – Major course change 
16. Reference paragraph 2 above.  The Change must occur with minimal disruption to members whilst 

ensuring that the Club is able to continue as an effective Golf Club during and following the 
Change.   

17. General Manager has mutual accountability for this KRA with the entire Board. 

17.1. The General Manager must maintain a close liaison with the Board and fully participate in 
all planning for the Change so as to be in a position to understand all requirements.  The 
General Manager must assist Board members with their involvement in the planning 
processes and keep the Board fully informed of all matters needing Board attention 
whenever Board members are not personally in attendance. 

17.2. The General Manager must assist the Board and the Project Manager in implementation 
of the physical changes, this will necessitate involvement in selection of course architects 
and contractors to undertake the physical alterations and the consequential management 
of the contracts entered into as the work progresses.  Any problems encountered as the 
work progresses must be reported in detail to the Board by the General Manager. 

17.3. The General Manager must establish a detailed plan for any alterations that are necessary 
to the Club’s golfing operations and non-course facilities as a result of the Change as it 
occurs.  This could potentially involve alterations to staffing and/or to existing contractor 
arrangements (Pro Shop, Security, Cleaner and Café and possibly others), the General 
Manager must gain prior Board approval for those alterations.  In implementing any 
approved changes, the General Manager must abide by all legislated requirements and 
contract terms. 

17.4. The General Manager must, in conjunction with the Board, lead the communications 
processes relating to the Change and keep members and the public appropriately informed 
of progress according to a Communications Plan developed by the General Manager and 
approved by the Board. 

IDEAL PERSON SPECIFICATION.  PART 1 - SKILL REQUIREMENTS 
18. To be capable of achieving the KRAs, the General Manager must have the following skills to the 

levels specified.  The Board recognises that it is not always possible to select an applicant who 
meets every aspect of the ideal person specification and (within reasonable resource constraints) 
will provide appropriate development assistance to the General Manager to obtain the skill levels 
where there are deficiencies and to maintain skill levels where they already exist. 

Technical (management including change management) skills 
19. The General Manager must be able to utilise these skills to at least the Highly Competent level 

and desirably to the Expert level. These skills are the proven abilities to:  
19.1. Assist with the change process as the Club’s coming Change involves the appropriate 

planning and implementation of the changes, including the proper and fair process where 
the changes impact on staff and/or contractors. 

19.2. lead and supervise people, both employees and contractors, who are undertaking complex 
and sometimes stressful work whilst ensuring the wellbeing, safety and health of all people 
involved or impacted.  

19.3. act consultatively and incorporate the views of staff and others in decisions that impact 
upon the work being performed.  

19.4. manage the performance of staff and contractors to maximise the levels of outputs 
achieved.  

19.5. put aside any unconscious biases and make fair and just decisions on the basis of facts.  
19.6. assess inequities in the selection, pay, development or other treatment of staff or 

contractors and effectively remedy any inequities that exist.  
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19.7. assess the development needs of staff and ensure those needs are met to the benefit of 
both the individual and the Club.  

19.8. operate in good faith within employment relationships in a manner that shows 
commitment to the psychological contract and being able to positively manage any 
conflicts that develop whilst minimising grievances. 

19.9. manage contracts and contractors in the achievement of the Club’s objectives. 
19.10. make the most of the physical facilities that the Club has on hand to achieve objectives. 
19.11. manage the Club’s finances involving significant amounts of revenue and expenditure. 
19.12. understand and utilise the entire suite of Dot Golf programs for the benefit of the Club and 

members. 
19.13. hold a bar manager’s licence in order to manage the bar where appropriate. 
19.14. manage the Club’s conference and seminar hire facilities and all interactions with 

customers utilising those facilities. 
19.15. manage the Club’s sponsorship agreements. 
19.16. manage the Club’s interactions with organisations advertising on Club facilities. 

Communications skills 
20. The General Manager must be able to utilise these skills to at least the Highly Competent level 

and desirably to the Expert level.   

20.1. These skills are the proven abilities to verbally communicate, consult, negotiate and ‘read’ 
other people effectively and react appropriately.  These skills are utilised in interactions 
with Board members, Club members, staff at all levels, contractors, members of the public 
including the Club’s immediate neighbours (including the Airport), sponsors and 
advertisers, advisors such as accountants and lawyers, New Zealand Golf and Wellington 
Golf.  These skills must be utilised in a manner that ensures messages or instructions given 
are understandable by the receiver and responses or instructions received are properly 
understood. 

20.2. Proven ability is also required to write comprehensibly about complex matters where the 
reader’s understanding may seriously impact on the Club’s business outcomes. 

Empathetic skills 
21. The General Manager must be able to utilise these skills to at least the Fully Effective level.  These 

skills are the proven abilities to empathise with people where the Club’s business activities are 
negatively impacting upon them in some way, whilst maintaining decorum and continuing to 
pursue the Club’s best interests: such as staff who are subject to discipline processes up to and 
including dismissal, employees pursuing a Personal Grievance against the Club as their employer 
(or previous employer); or members of the public, including organisations, and their 
representatives who may be in dispute with, or pursuing some claim against, the Club. 

Financial skills 
22. The General Manager must be able to utilise these skills to at least the Highly Competent level. 

These skills are the proven abilities to understand the Clubs financial and accounting systems and 
the financial accounts completed in accordance with the International Financial Reporting 
Standards – the financial accounts will be compiled by an accountant but the General Manager 
must have proven ability to interpret them and make recommendations to the Board on all 
aspects – and to manage the preparation of complex revenue and expenditure budgets, including 
separating out capital expenditure. 
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Intellectual skills 
23. The General Manager must be able to utilise these skills to at least the Highly Competent level. 

These skills are the proven abilities to solve highly complex problems requiring extensive research 
and analysis of comprehensive, detailed data and information to isolate out the appropriate 
resolution or to analyse complex situations in order to develop new and/or innovative means to 
resolve issues or take advantage of opportunities.   

Leadership skills 
24. The General Manager must be able to utilise these skills to at least the Highly Competent level. 

These skills are the proven abilities to successfully lead individuals and/or teams of people in 
sometimes stressful and time-bound tasks and projects whilst maintaining effective relationships 
and meeting deadlines and objectives. 

Physical skills 
25. The General Manager must be able to utilise these skills to at least the Highly Competent level. 

These skills are the proven abilities to operate computer keyboards and other input devices in 
order to utilise the full suite of modern business and golfing computer programs. 

IDEAL PERSON SPECIFICATION.  PART 2 - EXPERTISE PROFILE 
26. In order to have developed the specified skills to the required levels the General Manager would 

have the following expertise profile. 

Qualifications 
27. The minimum qualification profile for the person who meets the ideal person specification is:  

27.1. It is desirable that the person holds a bachelor’s degree, preferably in a business or 
management context, OR have proven learning/experience which equates to a similar level 
of knowledge. 

Experience 
28. The minimum experience profile for the person who meets the ideal person specification is: 

28.1. It is desirable that the person has many years’ proven experience in a management 
capacity involving management of staff and contractors and responsibilities for substantial 
revenue and expenditure budgets. 

28.2. It is desirable that the person has ‘hands-on’ experience as a key person successfully 
managing a change project of a similar magnitude to the Change.  

28.3. It is desirable that some of the experience has been within a sport management role, 
preferably golf. 

Remuneration 
29.1  The salary and benefits package is negotiable within the range of $95,000 - $110,000.  

  



MGC – Position Description – General Manager   8 | P a g e  
 

Appendix: Explanations and definitions used. 

Any job design tool will have at its core the fact that all jobs generally have three common 
components as shown in Figure 1.  The required outcomes are produced by the worker: (i) being 
accountable to achieve the KRAs; (ii) by performing the necessary operations; and (iii) by utilising the 
necessary expertise.  This process can be written the other way around as shown on the top level of 
Figure 1, i.e. workers must bring the expertise to be able to conduct the operations with their skills in 
order to produce the desired results.  However, for job design purposes it is always best to start 
from the results and work back.   

 

Figure 1 - The three generalised components of a job 

Specific terminology is used and the following outlines what each phrase or word represents.  Note 
that the definition of accountability and the various levels of it are adapted from Ellen (2012)1 pp.77 
and 112. 

Accountability 
Accountability is defined as the responsibility, authority and ownership of a result which the job-
holder must achieve in order to be successful.  For the purposes of this definition: 

full responsibility means that it is the job-holder’s job to undertake the work;  
full authority means that the job-holder has freedom to act and autonomy to undertake the work 

without need to ask for further permission; and  
full ownership means that they have complete ownership of the result - if it is a success they get 

the credit, if it is a failure they must willingly and openly accept the result and lead, or at least 
actively participate in, the resolution and subsequent dissemination to others of the lessons 
learnt2.   

There are five ‘levels’ of accountability: 
 Prime accountability: this job-holder has: (i) full responsibility for the work; (ii) full authority 

to act; and (iii) full ownership of the result.  Having prime accountability has consequences.  
To have this level of accountability, the work must be fully delegated in a manner where the 
worker is totally empowered to get on with and complete the work.  This is unusual at lower 
levels of organisations. 

 Mutual accountability: this job-holder shares full responsibility, full authority and full 
ownership of the result with a peer or peers, usually at the same level of the organisation but 
often with roles that are one level above or below the job-holder.   

 
1  Ellen. J. (2012). Plus: a model for driving organisational performance. Auckland: Strategic Pay Press. 
2  There is widespread misunderstanding in the marketplace about what accountability involves.  There are obvious 

implications involving punitive measures in employment where a failure involves deliberate misconduct or 
unreasonable repetition of critical errors; but where the failure results from a genuine mistake or misunderstanding on 
the part of the individual or from some other action not completely within the worker’s ability to control, punitive 
measures are not appropriate.  The most important aspect is for the individual, their supervisor and the wider 
organisation to learn from the experience to prevent recurrences.  A highly recommended text on this matter is Syed, 
M. (2015). Black box thinking: the surprising truth about success. London: John Murray. 
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Having mutual accountability has consequences for the whole group that shares the 
accountability.  This is a usual level of accountability for teams that are completely 
empowered to get the work done unsupervised. 

 Service accountability: this job-holder makes things happen on behalf of the job-holder who 
has the prime or mutual accountability.  The full accountability sits elsewhere but this job-
holder has accountability for their own efforts to proactively make things happen on the 
other’s behalf.  This is the usual level of accountability for subordinates when the superior has 
not fully delegated. 

 Contributory accountability: this job-holder provides advice or service without which the 
prime or mutual accountability-holder cannot easily meet their obligations.  Having 
contributory accountability provides an obligation to provide significant advice, service or 
assistance and it may mean that this job-holder has to be consulted.  Having contributory 
accountability means being fully accountable for the advice, service or assistance provided 
and for being available to provide that advice, service or assistance when it is needed.  This is 
a usual level of accountability for support specialists such as engineering, human resources, 
finance, marketing etc. 

 Informed accountability: this job-holder needs to be kept informed of what is happening. 

Skills categories 
In addition to the technical skills associated with the speciality concerned, the operations performed 
within any job will involve the worker using a range of skills to perform numerous tasks within the job 
without which the results could not be achieved.  These skills can be collated into six groups (in 
alphabetical order):  

 All jobs require some level of communication skills – these are the skills to: (i) forge productive 
personal relationships with various people; (ii) verbally communicate with colleagues and 
customers so that effective instructions are given or instructions received are properly understood; 
(iii) be able to write at the level required of the job; and (iv) be able to ‘read’ other people and 
react appropriately. 

 Many jobs require empathetic skills – these are the skills to: (i) empathise with others in complex 
situations where there is distress within the environment (such as eldercare assistance of people 
with dementia etc.);  (ii) be compassionate when the environment puts pressure on others (such 
as the ‘bedside manner’ needed for doctors and nurses); or (iii) have the level of personal self-
control to be able to observe and deal with very distressing activities and still operate effectively 
(such as emergency services personnel dealing with victims of natural or other disasters). 

 Some jobs require financial skills – these are the skills to: (i) manage aspects of the organisation’s 
money in terms of revenue gathering or expenditure; (ii) account for and report on the financial 
performance of the organisation such as the finance department accounting staff etc.; or (iii) invest 
the organisation’s financial reserves. 

 All jobs require at least some level of intellectual skills – these are the skills to: (i) apply specific 
vocation-specific knowledge to situations; (ii) analyse complex data; (iii) research to find 
information that is not immediately obvious; and (iv) problem solve to identify appropriate 
solutions.  

 Many jobs also require leadership skills - these are the skills needed to effectively lead and manage 
other people and get the best out of them, whilst treating them appropriately as fellow human 
beings with needs about what they receive in return for the work they do for the organisation. 

 Some jobs require physical skills – such as the capability to lift, place, attach, use hand or 
automated tools or machinery, operate a keyboard, or use manual dexterity to work with various 
materials etc. 
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Skill levels 
The skill levels used are defined as follows: 

 Expert: Has all the contemporary knowledge and experience relating to this skill.  Even 
experienced staff look to this worker for guidance. Few jobs require skills at this level. 

 Highly competent:  Is able to consistently operate above the fully competent and fully effective 
level.  The job-holder is able to complete all essential tasks, analyse all situations, research for 
new knowledge and solve all problems within the job without assistance.  This is the level 
required for specialist or senior level roles where additional support or expertise is not readily 
available. 

 Fully effective:  Is able to consistently operate at the fully competent and fully effective level.  This 
is the usual level for jobs where additional expertise is available to call upon for assistance with 
solving unusual problems. 

 Developing:  Is not yet able to operate at the fully competent and fully effective level but can 
utilise this skill effectively under supervision and there is ample support and assistance readily 
available at all times.  This is the minimum level needed for entry into many jobs where it is 
expected that the fully effective level will be attained after a reasonable period in the job.  

Expertise 
Expertise is what the workers themselves must bring to the job to be able to be, or to become, fully 
competent and fully effective.  Expertise is stated in terms of minimums and detailed as the type and 
level of knowledge and experiences that together constitute the basic requirements for a worker to 
have developed the necessary range of skills to perform the job and achieve the KRAs to an effective 
and competent standard.   

 


