Purpose of Posi on
Create a working environment which encourages team members to be produc ve, and to pursue a long
term career at Hill Laboratories. Plan workloads and manage resources (staﬀ, equipment) to eﬃciently
deliver the outcomes of the team to meet the opera onal and quality targets agreed with the Sec on
Manager, while ac vely pursuing ways to con nually improve work processes.

Hill Laboratories
Our Purpose
Hill Laboratories is recognised by customers as being a leading provider of commercial analy cal services to
a wide variety of customers in New Zealand and overseas. In a nutshell, Hill Laboratories applies
technology to provide excellent analy cal services for our customers.
Our Vision
We are the lab of choice because we are reliable, trusted and respected. We are the recognised experts in
our ﬁeld and we make it easy for our customers to work with us.
Our Values
People are valued and we enjoy our work.
Innova on and agility
Honesty and integrity
Accountable and disciplined
Our Reason for Being
We make a diﬀerence for our customers by helping them increase their produc vity, ensure safety,
minimise environmental impact, meet regulatory requirements and support their communi es’ well-being.
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Expected Key Outcomes
Accountability

Deliverables/Outcomes

Opera onal

Lead and manage people in the team well
In conjunc on with the Sec on Manager, recruit people to ﬁll vacant
roles in the team who are competent and well suited to the role and
to the team.
Ensure team members have clear and measurable objec ves.
Conduct 1:1 mee ngs with all team members on a monthly basis to
provide feedback on performance and behaviours. Ensure that
formal and documented performance reviews take place at least 6
monthly.
Ac vely seek opportuni es to recognise and (where appropriate)
reward good performance and/or behaviours by team members.
In conjunc on with Sec on Manager, be proac ve in addressing
areas of poor performance and/or behaviour in team members.
Provide recommenda ons about changes to remunera on of team
members, based on performance, to Sec on Manager in line with
company policy.
Create a work environment for the team that is enjoyable and safe to
work in
Ensure team members ﬁnd you to be approachable and available
when they need support or guidance in carrying out their du es.
Develop a strong and posi ve team culture which aligns with the
values and culture of Hill Laboratories
Run eﬀec ve team mee ngs.
Provide regular communica on to team members on ma>ers of
relevance or interest to them, and act as a conduit of relevant
feedback from the team to managers and other parts of Hill
Laboratories.
Train and develop team members
Ensure all team members are well trained to carry out their daily
tasks, with training outcomes documented in LABSYS3.
Help team members to understand development opportuni es
within the team, and create plans with each team member that
allow them to reach their full poten al in the team. Job rota on
within the team is ac vely encouraged.
With the Sec on Manager iden fy team members with the poten al
to develop into other roles in Hill Laboratories, and create plans with
those team members which will allow them to reach their full
poten al in the company.
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Ensure that the team meets (and strives to exceed) opera onal targets
Agree on opera onal targets with Sec on Manager. These include
job TAT. Ensure that all team members understand what these
targets are and why they are important to the customer.
Plan work on a daily and longer term basis to meet opera onal
targets.
Develop a full knowledge and understanding of the work carried out
in the team, providing or sourcing solu ons to problems aﬀec ng
the performance of the team.
Ensure that all resources required to carry out daily work (staﬀ,
consumables, equipment) are available so that they do not limit
team performance. In doing so, use purchasing prac ces that keep
expenditure within budget, and waste management prac ces that
help Hill Laboratories to minimise our impact on the environment.
Proac vely communicate with people (Team Leaders, Sec on
Managers, Client Service Managers, etc.) who are aﬀected by or
involved in the work of the team.
Regularly measure performance rela ve to target, and communicate
results to the team.
Be proac ve in repor ng to Sec on Manager about opera onal
performance, and factors that are aﬀec ng or inﬂuencing
performance.
Personal Development

Par cipate in regular and six monthly performance reviews with
your direct line manager.
Keep up-to-date with the relevant laboratory prac ces in your team.
Ensure all team members are well trained to carry out their daily
tasks, with training outcomes documented in LABSYS3.
Help team members to understand development opportuni es
within the team, and create plans with each team member that
allow them to reach their full poten al in the team. Job rota on
within the team is ac vely encouraged.
With Sec on Manager iden fy team members with the poten al to
develop into other roles in Hill Laboratories, and create plans with
those team members which will allow them to reach their full
poten al in the company.

Professional Responsibili es

Forms rela onships inside core team
Posi ve team member, recep ve to new ideas
Maintains open channels of communica on
Conduct self in a professional and polite manner

Health and Safety

Take responsibility for personal compliance with Health and Safety
policies and procedures. Ensure personal safety and the safety of
co-workers while at work.
Iden fy, take appropriate ac on and promptly report any health and
safety and / or security incidents.
Accurately report and record workplace incidents and injuries.
Report equipment malfunc on and facility issues to the appropriate
Manager if the appropriate person is you take immediate ac on to
rec fy the problem.
Ensure that the workplace is clean and safe, ac vely promo ng all
aspects of Health & Safety in the workplace.

Quality
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Be familiar with all relevant Hill Laboratories quality systems, and an
advocate for high quality outcomes in the team.
Ensure that current work processes are documented in accordance
with Hill Laboratories quality systems, and that team members
consistently and reliably follow documented processes.
In conjunc on with Sec on Manager ensure that there are suﬃcient
Worksheet Approvers in the team to meet opera onal needs, who
are well trained and performing well in this role.
If the Team Leader is a KTP (signatory) or Worksheet Approver, they
will personally maintain an understanding of 17025 and IANZ
requirements and an overview of the laboratory’s technical and
quality performance. They will ensure any issues are communicated
and rec ﬁed.
Monitor key indicators of quality in the team. When appropriate
take preventa ve ac on to ensure that opera onal outcomes meet
documented quality standards.
Make sure that the QOWQ system is used posi vely and
construc vely to record quality issues.
Ensure that QOWQs, CAs, and PAs are addressed in a mely way.
Con nuous Improvement

Con nually improve processes in the team, and across the company
Be familiar with con nuous improvement prac ces used in the
organisa on.
Iden fy problems or opportuni es for improvement in the processes
used by the team.
Encourage regular and ongoing input from team members into ways
that processes used by the team can be improved.
Par cipate in broader ini a ves that aim to improve processes used
across the company, or by other parts of the company.

Quality Management and
Broader Organisa onal Goals

Contribute to broader organisa onal ac vi es
Assist Sec on Manager with the development and monitoring of
budgets.
Be an ac ve par cipant in Team Leader mee ngs.
Mentor and support other Team Leaders.
Be proac ve in helping out others in Hill Laboratories when you or
your team have the ability to do so.
On request, contribute to business and strategic planning ac vi es
in the [X] Division.
Encourage par cipa on of team members in ini a ves which
support the Hill Laboratories environmental management policy.
Encourage par cipa on of team members in ini a ves which lend
support to science and the local community.
Other tasks as directed by Sec on Manager

KB Item: 37051

Version: 1

Page 5 of 6

Educa onal and experience competencies required:
1. Ter ary qualiﬁca on and/or previous relevant analy cal laboratory experience
2. An understanding of the opera onal procedures in the team is essen al to performing this role
eﬀec vely.
3. Good wri>en and oral communica on.
4. Excellent listening skills.
5. Excellent me management and organisa onal skills.
6. Excellent a>en on to detail.
7. Ac vely contributes to and supports change ini a ves.
8. Ability to iden fy areas of improvement and recommend appropriate solu ons.
9. Team player able to create good working rela onships.
Key Performance Measures:
1.
2.
3.
4.

Work is completed in agreed me frames and to accepted Quality and Health & Safety standards.
Agreed team goals are met.
Personal Development goals are met.
Prac ce company values and expected behaviours.

Behavioural Competencies Required
1. Is a role model of posi ve behaviours and values – lives the values of Hill Laboratories, leading
others by example. Will ‘roll their sleeves up’ and help teams out when needed. Has a posi ve
inﬂuence on the culture of the staﬀ they lead, and on the organisa on as a whole.
2. Science and laboratory experience – the role requires someone who understands science, and
laboratory processes. Experience speciﬁc to the team they are leading is an advantage but not
essen al.
3. Leadership – leads and mo vates people to deliver outcomes. This requires an ability to work
eﬀec vely with people with a range of personali es and cultural backgrounds, gaining their trust and
respect. Is good at coaching of staﬀ, with a natural orienta on to the training and development of
others. Will take decisive ac on to problems or ma>ers of poor performance when needed.
4. Communica on – is an eﬀec ve communicator with staﬀ, peers, and those in more senior roles in
the organisa on (including Directors). Is able to convey both posi ve and nega ve feedback in a
construc ve manner. Recognises areas in which communica on is required, and is proac ve in
addressing these communica on needs.
5. Reliably delivers on results – has the me management and organisa onal ability to ensure that
agreed outcomes are delivered in an orderly and reliable way. Has a personal aspira on to meet
and exceed the targets set for them. Deals well with problems, ﬁnding solu ons while not allowing
stress or pressure to aﬀect behaviours.
6. Quality focus – is determined to deliver outcomes that are of consistently high quality. Approaches
quality issues in an objec ve manner, ﬁnding solu ons that will deal with issues in the long term.
7. Improvement focus – is proac ve in ﬁnding solu ons to problems, and ways to improve processes
that will increase eﬃciency or improve outcomes for staﬀ and customers.

Signed
Approved by:

Posi on:

(line manager name)

Signature:

Date:

Agreed To By:
(Employee name)

Signature:

Date:
<End>
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