Job Description – Building, Planning and Public Works Administrative Assistant
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Job Description
(Under Review)
This job description outlines the key responsibilities, qualifications, effort, working conditions, and performance expectations associated with this position. It is intended to describe the role itself, not the individual performing it. Employees may demonstrate performance above or below these expectations, and qualifications may vary among individuals; however, the description reflects the requirements necessary for satisfactory performance of the position.  

Job Title:

Building, Planning and Public Works Administrative Assistant
Report to Title:
Chief Building Official (or designate)
Chief Administrative Officer (alternate)
POSITION DETAILS
Position status:
Full time

Position on Township Grid:  Grade 3
Department:

Administration 

Pay method (Salary or Hourly):
Salary

Group Benefits:


Yes
Normal workweek:


35 hours – HR Policy 3.3 (hours of work)
Overtime:   



Paid/Accrued as per Township Flex & Overtime 


Non-Management Policy 3.4
On Call:   



No


Organization Name Values/Vision/Mission Statement

A Welcoming, Safe, And Inclusive Rural Community For Life.

A – Responsibilities 

To perform this job successfully, an individual must be able to carry out each of the responsibilities described. Reasonable accommodations will be made, as required by law, to enable qualified individuals with disabilities to perform the essential functions of the role.

1) Scope of Position

This position provides administrative support across the Township’s Building, Drainage, Planning, and Public Works departments. The role is responsible for coordinating and completing permit and application processes, maintaining accurate records, preparing and managing departmental correspondence, and assisting in the preparation of agreements. The position also serves as a point of contact for the public, ensuring timely, accurate, and professional service in support of municipal operations.
2) Key Responsibilities

Building Services

· Process applications and related data entry in Cloudpermit.

· Provide administration of building permit files, including report reviews, follow-up correspondence for enforcement, stale/open permit tracking, and deposit refunds.

· Work with building permit applicants to ensure applications are complete and accurate; prepare permits for review and issuance by the Chief Building Official (CBO).

· Correlate all permit information for both the applicant and Township records upon issuance.

· Accept and process payments for permits and applicable fees; coordinate with Finance on development charges and building deposit reconciliations.

· Input and maintain departmental statistics, inspection requests, and permit applications, ensuring deadlines are met.

· Schedule inspections and meetings for building services.

· Compile and submit building-related reports, including Statistics Canada (StatsCan), MPAC, and TARION.

· Order and track water meters from the County of Oxford.

· Provide counter, email, and telephone customer service for building services.

· Respond to inquiries and refer matters to appropriate staff when necessary.

· Other duties as required by the Chief Building Official.

Planning Services

· Maintain all planning files, both physical and electronic.

· Circulate planning notices, track responses, and prepare correspondence.

· Provide administrative support for agreements related to planning and development (e.g., Subdivision, Severance, Site Plan Agreements).

· Provide administrative support to the County Planner for all land use planning applications and appeals to the Ontario Land Tribunal (OLT), when applicable.

· Coordinate Township responsibilities for severance conditions, working with internal and external contacts to gather required information for approvals.

· Monitor the status of minor variance and zoning applications, coordinate public meetings and hearings with the Clerk and Development Planner, track decisions, and monitor applicable appeal periods.

· Provide counter, email, and telephone customer service for planning services.

Drainage Services

· Provide administrative support for the Drainage Superintendent and Clerk, including the preparation and circulation of drainage notices and meeting coordination in accordance with the Drainage Act and Tile Drainage Act.

· Provide administrative support for invoicing of municipal drain repairs.

· Ensure all information for grant applications is submitted and recorded correctly to maintain efficient timelines from repair to billing to grant funding.

· Provide counter, email, and telephone customer service for drainage services.

· Schedule inspections and meetings for drainage services.

Public Works & Corporate Support

· Provide administrative assistance to the Works Superintendent as required.

· Maintain filing systems (electronic and physical) for all departments (Building, Drainage, Planning, Public Works).

· Provide support and backup for other administrative and customer service positions, including reception desk coverage as needed (greeting visitors, responding to inquiries, issuing permits and licenses as required).

· Act as point of contact for Township website updates, social media and print communications.

· Perform property searches, including mapping-related general inquiries.

· Support special projects as assigned.

Internal and External Contacts

· Work involves frequent contact with the public, other levels of government/agencies and with a wide variety of staff to provide or obtain information and service that is important to the operation of the municipality. This requires appropriate tact in order to obtain co-operation and approval of action. 

2A Operations and Program Delivery

· Responsible for implementing policies and procedures related to administrative functions (e.g., file management, planning administration).

· Works under general supervision, with established policies and procedures in place; maintains close working relationships with senior administrative staff.

· Responds efficiently and courteously to inquiries from the public, other municipalities, and government agencies.

· Provides guidance and information to the public regarding municipal services, processes, and requirements.

· Performs routine maintenance of office equipment (e.g., photocopier, postage machine).

· Directs incoming telephone calls to the appropriate department or staff member.

· Assists with tracking Township events and information through social media.

2B Human Resources

· Does not supervise or indirectly supervise employees.

· Does not maintain confidential personnel files.

2C Material Resources

· Responsible for basic maintenance and care of office equipment.

2D Information Resources

· Maintains building and planning files (paper and electronic), including assistance in the administration of the records retention schedule.

· Inputs, updates, and maintains records related to building permits, development applications, and planning notices.

· Provides information and responds to inquiries regarding building permits, zoning, and planning processes in a professional and tactful manner.

· Maintains a working knowledge of Township structure and applicable legislation, including the Municipal Act, Planning Act, and Building Code Act.
2E Spending, Budgets and Internal Control

· Purchases supplies within approved budget limits.

· Not responsible for budget preparation, investment, or financial decision-making.

· No independent spending limit authority.

2F Health & Safety

· All Township employees share responsibility for working in a safe and healthy manner and for following Township health and safety policies and procedures.

2G Other

· Performs other related duties as assigned.

3) Key Relationships to Be Managed

External
· Responds to questions and inquiries from the general public on a daily basis.

· Directs representatives from other levels of government to the appropriate Township departments or staff.

Internal
· Reports to supervisor as required.

· Provides assistance and support to co-workers in completing duties.

Public Relations
· Acts as an ambassador for the Township, maintaining a professional and courteous approach at all times.

· Provides front-line customer service at the counter and over the phone.

4) Creativity

· Demonstrates creativity and initiative in completing tasks and resolving issues.

5) Autonomy

· Works independently and collaboratively as part of a team.

· Adjusts personal work schedule as required to meet the needs of the municipality.

B – Qualifications
The qualifications in this section outline the competencies required to perform the responsibilities of the position satisfactorily. Candidates may not possess the exact qualifications listed but may demonstrate a reasonable equivalent, typically through relevant experience, as determined by the CAO. 

Education and Training
· Post-secondary education in public administration, business administration, or a related field with an emphasis on office administration, or an equivalent combination of education and relevant experience.

· Proficiency with Microsoft Office applications (Word, Excel, Outlook) and familiarity with municipal software would be considered an asset (e.g., Cloudpermit, Great Plains, Laserfiche, mapping tools).

· Valid Ontario Class “G” driver’s license.

Experience
· One (1) to three (3) years of administrative experience, preferably in a municipal or public sector environment.

· Experience providing customer service and managing multiple priorities in a fast-paced environment.

Skills and Abilities
· Strong organizational and time-management skills with the ability to meet deadlines and manage shifting priorities.

· Effective problem-solving and decision-making skills.

· Strong written and verbal communication skills; able to respond to public inquiries with professionalism and tact.

· Demonstrated ability to work collaboratively in a team environment while also working independently.

· High level of accuracy, attention to detail, and commitment to confidentiality.

Professional Development
· Commitment to ongoing learning, including training through AMCTO, OBOA, or related professional development opportunities.

     
C – Effort & Working Conditions

Physical Effort

· Work is performed in a standard office environment with minimal physical effort.

Mental Effort

· Requires attention to detail, accuracy, and the ability to manage multiple deadlines in a fast-paced environment.

· Occasional exposure to conflict or stressful interactions with members of the public.

· Flexibility required to adapt to changing priorities and non-routine assignments.
     
D – Key Performance Measures
· Accuracy of Records and Documentation – Completes data entry, correspondence, and reports with a high degree of accuracy, ensuring records are properly maintained and compliant with legislative and departmental requirements.

· Timeliness of Service Delivery – Processes applications, schedules inspections, issues permits, and prepares notices within established timelines and service standards.

· Quality of Customer Service – Provides professional, courteous, and effective front-line service to the public, applicants, and stakeholders, ensuring inquiries are addressed or referred appropriately.

· Collaboration with Departments – Works effectively with the Chief Building Official, Drainage Superintendent, Works Superintendent, County Planner, and other staff to support departmental objectives and cross-functional projects.

· Confidentiality and Compliance – Maintains confidentiality of sensitive information and adheres to all relevant legislation, by-laws, policies, and procedures

______________________________________________________________________
E – Sign Off
Job description reviewed by Building, Planning and Public Works Administrative Assistant.

_______________________



__________________________

(Print Name)






(Signature)

Date:

____________________

Supervisor: 
____________________



Chief Building Official
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