
Workforce Planner 

Aviation Security Service Role Description 

 

Role:  Workforce Planner 

Group:  Avsec Operations Group 

Date:  August 2016 

 
This role description is designed to give an indication of the type of work and performance expected of the jobholder.  It does not provide an 
exhaustive list of duties or performance standards and the jobholder agrees to undertake any other tasks that are consistent with the position 
and with the provision of quality service to the organisation. 
 

The Aviation Security Service Mission 

We improve the safety of aviation by the application of specific security measures 

Overview of the role 

The Workforce Planner is responsible for producing high quality rosters that meet projected demand 

and assign duties as fairly and evenly as possible amongst officers.  The role undertakes medium to long 

term resource allocation (Day 4 onwards) ensuring there are adequate resources for all Station 

operations, including fulfilling requirements. They are responsible for continuously reviewing current 

systems and processes to identify, design and implement opportunities for efficiencies. 

 This role provides advice to frontline leaders, providing them with timely and accurate information and 

reports to enable sound decision-making. The Planner will provide back-up system support and 
advice to other members of the Rostering Centre team, escalating issues where required. 
 

Scope 

 
Reports to: Service Delivery Leader 

Direct Reports:  Nil 

Location: National Rostering Centre, Aintree Training Centre, Auckland 
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Key Competencies 

Plans and Aligns – Planning and prioritising 
work to meet commitments aligned with 
organisational goals 

• Sets objectives to align with broader organisational goals 

• Breaks down objectives into appropriate initiatives and actions 

• Stages activities with relevant milestones and schedules 

• Anticipates and adjusts effective contingency plans 

Customer focus - Building strong customer 
relationships and delivering customer 
centric solutions. 

• Gains insight into customer needs 

• Identifies opportunities that benefit the customer 

• Builds and delivers solutions that meet customer expectations 

• Establishes and maintains effective customer relationships 

Decision quality – Making good and timely 
decisions that keep the organisation moving 
forward. 

• Makes sound decisions, even in the absence of complete information 

• Relies on a mixture of analysis, wisdom, experience and judgement 
when making decisions 

• Considers all relevant factors and uses appropriate decision-making 
criteria and principles 

• Recognises when a quick 80% solution will suffice 

Drives results – Consistently achieving 
results, even under tough circumstances 

• Has a strong bottom-line orientation 

• Assists in accomplishing objectives despite obstacles and set backs 

• Has a track record of exceeding goals successfully 

• Pushes self and helps others achieve results 

Action oriented – Taking on new 
opportunities and tough challenges with a 
sense of urgency, high energy, and 
enthusiasm 

• Readily takes action on challenges, without unnecessary planning 

• Identifies and seizes new opportunities 

• Displays a can-do attitude in good and bad times 

• Steps up to handle tough issues  

Interpersonal savvy – Relating openly and 
comfortably with diverse groups of people 

• Relates comfortably with people across levels, functions, culture and 
geography 

• Acts with diplomacy and tact 

• Builds rapport in an open, friendly, and accepting way 

• Builds constructive relationships with people both similar and different 
to self 

• Picks upon interpersonal and group dynamics 

Nimble Learning - Actively learning through 
experimentation when tackling new 

• Learns quickly when facing new situations 

• Experiments to find new solutions 

• Takes on the challenge of unfamiliar tasks 



problems, using both successes and failures 
as learning fodder. 

• Extracts lessons learned from failures and mistakes 

Communicate effectively - Developing and 
delivering multi-mode communications that 
convey a clear understanding of the unique 
needs of different audiences. 

• Is effective in a variety of communication settings: one-on-one, small 
and large groups, or among diverse styles and position levels 

• Attentively listens to others 

• Adjusts to fit the audience and the message 

• Provides timely and helpful information to others across the 
organisation 

• Encourages the open expression of diverse ideas and opinions 

Collaborate – Building the partnerships and 
working collaboratively with others to meet 
shared objectives. 

• Works cooperatively with others across the organisation to achieve 
shared objectives 

• Represents own interests while being fair to others and their areas 

• Partners with others to get work done 

• Credits others for their contributions and accomplishments 

• Gains trust and support of others 

Optimises work processes – Knowing the 
most effective and efficient processes to 
get things done, with a focus on continuous 
improvement. 

• Identifies and creates the processes necessary to get work done 

• Separates and combines activities into efficient workflow 

• Designs processes and procedures that allow managing from a distance 

• Seeks ways to improve processes, from small tweaks to complete 
reengineering 

Instils Trust – Gaining the confidence and 
trust of others through honesty, integrity 
and authenticity. 

• Follows through commitments 

• Is seen as direct and truthful 

• Keeps confidences 

• Practices what he/she preaches 

• Shows consistency between word and actions 

Functional/technical skills - has the functional and technical knowledge and skills to do the job at a high level of 
accomplishment. 

 

Key tasks 

Workforce Planning 

• Deliver medium to long term planning requirements (Day 4 onwards) for roster production as 
per the Workforce Planning Rule Book, taking into account training and leave requests 

• Manage assigned and unassigned shifts to meet projected demand for all Avsec stations 
nationwide, taking into account leave and training requirements 

Technology Optimisation 

Use VBA Programming and Microsoft Excel to: 

• Design and implement a programme that uses existing Quintiq information to complete 

planning requirements  

• Develop, review and update quality checks such as flight schedules and short and long-term 

workforce planning processes 

• Develop, review and update management reports ensuring they meeting user requirements 

• Design and implement a programme that uses existing Quintiq information to complete 

contingency and emergency planning  

• Design and implement customised management reports for example: -  

⎯ sick leave usage 

⎯ trends of forecast vs actual rostering 

⎯ overtime utilisation 



 

Systems Administration 

• Monitor the performance of the optimisation functions of Quintiq, escalating to Service Delivery 
Leader as required 

• Implement change requests, including airport specific configurations, in accordance with 
documentation received from the Manager Workforce and Business Performance 

• Manage access rights and system rules 

• Continuously review current systems and processes in order to identify opportunities for 
efficiencies, developing new systems as required.  

• Identify, resolve and escalate software issues to Service Delivery Leader where required 

Information, Advice and Support 

• Provide high quality, accurate and complete information, reports and advice to  frontline leaders 
on workforce planning and the Workforce Planning Rule Book. 

• Provide technical guidance and support to Schedulers as required 

• Provide regular reports and trends, and recommend opportunities for rostering efficiencies.  

Other 

• Contribute to, maintain knowledge of, and practice Health and Safety processes and initiatives 

• Carry out work and conduct interpersonal relationships in a way that supports Avsec’s 
commitment to the principles of EEO and the Treaty of Waitangi 

Outputs 

• Resources are efficiently deployed to enable Avsec to fulfill its statutory and legislative 
obligations  

• Rosters are published in a timely manner so employees can view their assigned duties and shift 
start and end times 

• Leave requests and shift swaps are approved or declined in a timely manner, with adequate 
justification for the decision 

• Shifts are assigned as fairly and evenly as possible amongst staff members 

• Reports produced are accurate and facilitate the frontline leaders to identify efficient practices 
and/or areas to increase efficiency and savings 

• Communication with other members of the National Rostering Centre is open and effective 

• Service Delivery Leaders are kept up to date on all issues  

• Staff participation in and contribution to workplace Health and Wellbeing is achieved 

• A positive influence is provided to help maintain the health, safety & wellbeing of employees 

Outcomes 

• Avsec provides an efficient security service to the New Zealand aviation system 

• Avsec has a positive effect on passenger safety in New Zealand 



Delegated Authorities 

The Workforce Planner has no delegated authorities. 

Person specification 

• Demonstrated skills and experience in configuring and supporting an IT application to enable it 
to work in a 24/7 operational environment 

• A minimum of 2 years’ experience with long-term workforce planning within a rostering or 
scheduling environment  

• Demonstrated advanced knowledge of computer applications including proficiency with 
Microsoft Office and its functions 

• Advanced user of Microsoft Excel 

• Proven experience in building and maintaining internal client and stakeholder relationships  

• Decision making skills, sound judgement and integrity 

• Sound experience in providing accurate, easy to read reports on technical and complex matters 

• Strong analytical, compliance and numerical skills  

• The ability to build and demonstrate professional and technical credibility 

• Commitment to the principles of quality management, best practice and continuous 
improvement  

• Is a positive and proactive team member 

Desirable 

• Demonstrated experience of computer programming language would be an advantage 

• Knowledge of relevant employment and health and safety legislation would be an advantage 

• Competent working knowledge of the Aviation Security Service statutory and rules framework 
would be an advantage  

• A relevant qualification in information technology or similar would be an advantage 

• Knowledge of the Quintiq software would be an advantage. 

 


