
Summary: Provides administrative assistance to the Building & Planning Manager and County Planners. Organizes 
within the department and maintains planning records.

Location: Municipal Administration Centre Group: (none)

Department: Building/Planning Family: Full Time

Scenario: all jobs Reports To: Director of Building and Planning 
Manager/CBO

Job Id: 10 Last Update: 2013-06-24

Tasks:

Coordination
1. Liaises with Municipal staff and staff of other groups or organizations to communicate information, identify 

issues and resolve problems.
2. Develops, recommends and implements office procedures and electronic processes to ensure smooth 

operations.
3. Formats a variety of reports and presentations.
4. Monitors expenses and identifies and reports issues to the Department Manager.

Administration
5. Prepares a variety of spreadsheets to track information and perform calculations.

Coordination
6. Maintains an inventory of office supplies and orders supplies for the department and expedites outstanding 

items.
7. Performs basic repairs to office equipment and arranges for service.
8. Coordinates the set up of meetings which includes liaising between individuals to identify mutually 

convenient times.
9. Updates information on the municipality web site and responds to or redirects web-based enquiries.

Planning Coordination
10. Creates notification lists for planning applications, verifying that names are correct and addresses are 

current.
11. Coordinates the site plan process.
12. Conducts research and compiles information related to land use planning, zoning, consent, part lot control, 

site plan and subdivision.
13. Liaises with the municipal solicitor, government agency representatives and representatives of the land 

registry office to communicate and request information.
14. Creates notification lists for planning applications and special projects which includes cross referencing 

names and addresses with in-house software.
15. Prepares encroachment agreements, records and reviews expiry dates and prepares renewals.
16. Prepares zoning by-laws for "holding" designations, part lot control and deeming.
17. Collects information related to zoning, planning and severences, including the reading of maps.
18. Posts notices and decisions from the Planning Advisory Committee and Committee of Adjustment on the 

municipal web site.
19. Provides planning related information to legal professionals, representatives of government agencies and 

real estate office and for the general public.
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Finance Administration
20. Prepares financial remittances for special provincial and federal government funding.
21. Tracks subdivision deposit accounts and site plan accounts, codes invoices, prepares journal entry 

requests and reconciles accounts with the general ledger.
22. Processes invoices and purchase orders, assigning accounts and preparing a breakdown for shared 

expenses.
23. Cross references accounts payable invoices with year-end figures.

Tile Drain Loans
24. Processes tile drain loans, calculates repayment schedules and maintains tile drainage ledger.
25. Provides ratepayers with information and assistance for completeness and accuracy of applications.
26. Prepares borrowing by-law, provincial debenture and loan information.
27. Coordinates and schedules tile drain inspections.

Livestock Claims Evaluation
28. Conducts investigations on livestock killed by predators, inspects livestock for evidence of type of predator, 

details type and extent of damage and determines the amount of compensation.
29. Prepares remittance documents and issues compensation.
30. Tracks provincial payments.

By-law Administration
31. Conducts research and compiles information and prepares by-laws and amendments related to noise, 

traffic and parking and nuisance.
32. Liaises with the South Bruce Grey OPP to communicate information regarding traffic and parking 

infractions.
33. Records and monitors parking ticket violations and prepares notices of conviction for unpaid tickets.
34. Liaises with the By-Law Control Officer to communicate and relay information.

Customer Service
35. Acts as Receptionist, identifying purpose for visits, providing information and directing patrons to other 

services.
36. Responds to telephone enquiries, giving out information and resolving problems.

Administration
37. Sets up files and files a variety of electronic and hard copy files.
38. Takes, transcribes and distributes minutes of meetings.
39. Schedules appointments for department Managers.
40. Coordinates arrangements for travel which includes booking transportation and accommodation.
41. Processes incoming and outgoing mail including courier packages
42. Photocopies and binds a variety of documents.
43. Word processes a variety of documents such as letters and reports.
44. Key enters data to update a variety of lists, schedules and spreadsheets.
45. Issues correspondence as followup from Council and committee decisions.
46. Writes database queries, exports data and reports results.
47. Plots and displays projects.
48. Reviews and records expiry and renewal dates for files and agreements.
49. Sends, receives and distributes facsimile messages.
50. Plots maps on small and large scale printers.
51. Conducts research, compiles information and prepares a variety of summaries and reports.
52. Maintains a telephone log.

Other
53. Acts as backup for the Deputy Clerk to prepare agendas for Council meetings and ensures distribution to 

council members and staff.



Other
54. Participates in special administrative projects or the covering of other administrative jobs during vacation 

times to reduce workload or meet the deadlines of the department.
55. Complies with Municipality of Kincardine policies and procedures.
56. Performs other tasks as assigned by management.

Finance Administration
57. Processes invoices for payment, assigning accounts and preparing a breakdown of shared expenses.


