
 

Village of Port Clements 

Job Description 

Job Title: Chief Administrative Officer Department: Administration 

Reports To: Mayor and Council Salary Range: $80,000 to $95,000 annually 

 

Position Summary: 

Under the direction of Mayor and Council (Council), the Chief Administrative Officer (CAO) is responsible for the 
overall management of all operations of the Village of Port Clements (the Village), ensuring that the bylaws, 
policies, programs, and other directions of Council are implemented, and ensures that the Village is compliant 
with all governing legislation.  The CAO demonstrates high ethical standards, provides leadership to the staff of 
the Municipality and ensures that all projects, programs and services are carried out effectively.  The CAO acts as 
the Corporate Officer, Statutory Approving Officer, and unless otherwise delegated, acts as the Emergency 
Operations Centre (EOC) Director during emergencies. 

 

Organization of Municipal Office: 

The CAO is the sole employee of Council and, as such, reports to and receives instruction from Council.  The CAO 
is Council’s link to the day- to-day management of Village operations and therefore all authority, conduct and 
accountability of staff, as far as Council are concerned, is under the authority of the CAO. 
 
The Village has a staff of 5 full-time employees, 1 to 2 seasonal employees and 2 shared all island resources: 

• The management team consists of the CAO and Chief Financial Officer (CFO) who work closely with Council to 
develop and implement strategies and policy. 

• The CFO, Deputy Clerk and the Superintendent of Public Works all report directly to the CAO. 

• The Superintendent of Public Works supervises a Public Works Assistant, and 1-2 seasonal employees. 

• The CAO participates with the other two municipal CAOs on Haida Gwaii to manage shared resources through 
the Misty Isles Economic Development Society (MIEDS) for an Economic Development Officer and a Grant 
Writer with funding supplied through Northern Development Initiative Trust (NDIT) grants. 

 

Position Responsibilities: 

As the administrative head of the Village, the CAO advises and informs Council on the operations and affairs of 
the municipality, and performs the duties and exercises the powers assigned under the Community Charter and 
this job description. The CAO ensures that the operating methods and procedures of the Village are developed 
and implemented according to Council policy, and undertakes the coordination and supervision of all 
departmental operations, as well as the direction of Village business affairs.  
 
Council Support and Strategic Advice: 

• Responsible for orienting new Council members with the necessary information to perform duties of 
elected office. 

• Direct the preparation and approval of Council meeting agendas and minutes, attend Council meetings 
and other meetings as designated by Council; reviews and approves all staff reports to be included on a 
Council Committee or Council Meeting Agenda. 

• Provide research, information and recommendations to Council to enable informed decision-making 
around policy and program initiatives. 

  



 

Position Responsibilities: 

• Draft correspondence resulting from decisions of Council or delegates as appropriate: keeps track of 
outstanding issues so that continuous follow-up is maintained and passed onto Council when completed; 
follows-up regularly with staff on delegated items. 

• Monitor changes in legislation, emerging issues and trends, and provide the Council with advice relative to 
the potential impact to the Village. 

• Keep Council apprised of issues and developments of an operational or political nature that relate to the 
interests of the Village, including the receipt and distribution of correspondence directed to Council. 

• Support Council on an annual basis in the formulation of a strategic plan for the Village, including 
quarterly updates on progress.  

• Recommend to Council new and revised policies and programs; which meet the needs of the public and 
staff served by the Village, and which effectively and efficiently fulfill Council’s Strategic Plan. 

• Responsible for the implementation of the Emergency Operations Centre and initiating the Village’s 
Emergency Plan. 

• Performs other related duties as may be requested by Council. 
 
Corporate Administration: 

• Responsible for corporate administration, related to the powers outlined in Section 148 of the Community 
Charter, including the Freedom of Information and Protection of Privacy Act, WorkSafe BC, records 
management, custody of the official seal, and execution of official documents; and oversees the Chief 
Elections Officer. 

• Ensure the effective functioning of all Village operations, ensuring timely, economical, and responsible 
performance. 

• Responsible to hire, mentor, develop, promote, and when required, discipline Village staff, creating a 
high-functioning team, within established guidelines and legislative requirements. 

• Provide leadership and support to employees to stimulate, motivate, guide and direct all staff and 
individuals to contribute fully. 

• Maintain an effective organizational structure that ensures clear definition of the responsibilities of each 
employee, including a system for the evaluation of employee performance. 

• Maintain a positive labour relations climate, and administer policies related to wage and salary 
administration. 

• Maintain a training program and foster long-term development for all staff members so that sufficient 
back-up is always available, which includes mentoring initiatives and a genuine desire to help employees 
succeed. 

• Assumes the responsibility to perform or delegate responsibilities of any municipal officer in their 
absence. 

• Responsible for the maintenance of the Village’s overall health and safety program. 
 
Relationship Management: 

• Develop and maintain effective relationships with neighbouring Haida communities, local governments, 
the North Coast Regional District, and various Federal and Provincial authorities and agencies. 

• Develop and maintain effective relationships with businesses, agencies and associations with an interest 
in the Village. 

• Represent the Village as a liaison with the public and private sectors, including taxpayers, acting as 
spokesperson on operational matters and representing the Village at conferences, workshops and 
meetings. 

• Ensure the prompt investigation and handling of all requests, inquiries or complaints by the public and 
Council. 

  



 

Financial Management: 

• Direct the development of budgets and establishment of financial controls:  work with the Chief Financial 
Officer (CFO) to coordinate budget information and estimates. 

• Prepare authorized spending limits for staff for Council’s approval. 

• Ensure that all expenditures are within the budget approved by Council  

• Authorize the spending of funds within approved spending limits. 

• Direct the execution of all documents, agreements or contracts approved by Council. 

• Coordinate the provision of special services to the municipality (i.e. legal, audit, consulting). 

• Review, approve and respond to annual Audit report for the municipality. 

 

Qualifications: 

Education and Experience: 

• Minimum of 3 years experience in municipal or senior government administration, preferably including: 
o Experience in local government; 
o Experience managing staff in a non-unionized environment; 
o Experience conducting public engagement/consultation and/or strategic planning processes; 
o Experience interpreting and applying Federal and Provincial legislation, including the Community 

Charter, BC Local Government Act, the Land Title Act, and other regulations; and 
o Experience as a Statutory Approving Officer. 

• Diploma/degree in Public Administration and/or Certificate in Municipal Management, or a related discipline 
combined with substantial local government work experience at a management level or other equivalent 
combination of education and experience; 

• Completion of the Municipal Administrative Training Institute (MATI) Successful CAO, Statutory Approving 
Officer, or other similar training would be an asset. 

• Completion of Emergency Management BC (EMBC) sponsored emergency management introductory, 
intermediate and/or advanced course work would be an asset. 

 
Knowledge, Skills and Capabilities: 

• A passion for local governance and a strong desire to connect with the community will be critical; 

• Ability to interpret and apply bylaws, policies, and Provincial and Federal legislation/regulations is essential; 
o Thorough knowledge and understanding of the Community Charter, Local Government Act and other 

relevant legislation would be an asset. 

• Well-developed interpersonal, communication and human resource skills including: 
o Track record of moving from strategic planning to implementation; 
o Demonstrated high level of tact and judgement when interacting with staff, elected officials, all levels 

of government, other agencies and associations, the media and the general public.  
o Demonstrated skills in leadership that result in delegating work in a fair and effective manner, 

empowering staff to achieve their highest potential, and providing quality customer service to our 
community; 

o Ability to analyze problems, implement solutions and make effective, timely decisions 
o Ability to prepare concise, factual written reports, advise and make recommendations on complex 

matters based on sound criteria, and give oral presentations. 

• Fiscal management skills and abilities including: 
o A thorough knowledge and understanding of municipal budget management; and  
o The ability to supervise and oversee the CFO role (current CFO is a Finance Clerk in training). 

• Emergency Management skills and abilities would be an asset. 

 


