
 
 

THE TOWN OF GRIMSBY  
IS SEARCHING FOR A 

 
CHIEF ADMINISTRATIVE OFFICER (CAO) 

 
Situated between the south shores of Lake Ontario and the Niagara Escarpment lies the Town of 
Grimsby.  With a population of over 27,000, Grimsby is a growing municipality in the Niagara Region.  As 
the midpoint between Hamilton and St. Catharines, and westernmost Town in the Region, Grimsby is part 
of the Hamilton Census Metropolitan Area.  Grimsby is a sought after community that has experienced 
significant growth over the past decade due in part to its geographic location between the Greater 
Hamilton and Toronto Areas, and Niagara Region – providing access to world class amenities. 
 
Attractions in Grimsby include a vibrant downtown area, the Grimsby Museum, Public Library, Public Art 
Gallery and the Peach King Centre hockey arena, home of the Grimsby Peach Kings.  The Town of 
Grimsby has infrastructure assets valued at more than 175 million dollars and building and facilities 
assets in excess of 26 million dollars. 
 
The Town is looking to fill its senior most administrative role of Chief Administrative Officer (CAO).  As the 
leader of the municipality’s multi-disciplinary senior management team, the CAO is responsible for 
ensuring that Council’s directives are implemented, including policy and procedure development, 
overseeing capital projects, budgets, development and other duties in the Municipal Act. The Town 
Council is comprised of a newly elected Mayor and eight (8) Councillors, six of whom are newly elected 
and to whom the CAO would provide policy advice and a collaborative leadership style to help fulfill their 
vision for Grimsby, including progressive yet thoughtful development.  Council seeks a people-focused 
leader who will build, engage and motivate a high performing team. 
 
The successful candidate has the following qualifications:  
 

 University Degree in Public Administration or a related discipline.  Preference will be given to 
candidates with a Master’s Degree. 

 Association of Municipal Clerks and Treasurers of Ontario (AMCTO) Professional Accreditation is 
considered as asset. 

 Demonstrated understanding of municipal operations and legislation. 
 Record of accomplishment in achieving administrative, financial and customer service excellence. 
 Dynamic and visionary leadership, with strong strategic planning and long term thinking. 
 Focus on building a high performing team, employee engagement and development. 
 Excellent problem solving of complex issues and critical thinking. 
 Develop and foster positive and productive working relationships between governing bodies and 

administration, understands and manages pressures and expectations on both sides. 
 Handle confidential and sensitive information with a high degree of judgement and discretion. 
 Collaborative leadership style with excellent inter-personal skills. 
 Excellent oral and written communication skills with experience in public and media relations. 
 Strong project and change management skills. 

 
 



Interested applicants are invited to submit a letter of application by e-mail outlining their qualifications and 
experience, as well as a detailed resume by no later than Monday, May 13, 2019, at 4:30 p.m. to the 
attention of Mayor Jordan and Town Council, Town of Grimsby, at hr@grimsby.ca   
 
We thank all applicants for their interest, however only those selected for an interview will be contacted.  
 
The Town of Grimsby is an equal opportunity employer committed to an inclusive, barrier-free recruitment 
and selection processes, and work environment. We will accommodate the needs of applicants under the 
Human Rights Code and Accessibility for Ontarians with Disabilities Act (AODA) throughout all stages of 
the recruitment process.  Please contact the Office of Human Resources, hr@grimsby.ca if you need 
assistance.  
 
Personal information collected will be used in accordance with the Municipal Freedom of Information and 
Protection of Privacy Act for the purpose of candidate selection. 
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JOB DESCRIPTION 

 
Position Title:  Chief Administrative Officer 
Department:  Administration  
Reports to:  Mayor and Town Council 
Salary:   Under Review 
Classification:  Management 

 

JOB SUMMARY 

 
Reporting to the Mayor and Town Council (Council), the Chief Administrative Officer (CAO) is the senior 
most administrative leadership position at the Town of Grimsby.  The CAO provides direction to the strategic 
planning process to ensure the effective and efficient delivery of corporate services for the Town of Grimsby 
community and its constituents.  The CAO helps shape the future of the Town by championing the 
Corporation’s mission, vision and values and leading a multi-disciplinary team of senior managers to 
implement the strategic priorities of Council.  
 
The Chief Administrative Officer is responsible for the leadership of eight (8) departments including Finance, 
Administration, Planning, Building and By-Law, Public Works, Information Technology and Service 
Innovation, Parks, Facilities and Culture, and the Fire Department.  The CAO is responsible for planning, 
directing, supervising, coordinating and controlling all municipal operations, services and finances as 
approved by the Mayor and Council. 
 

DUTIES AND RESPONSIBILITIES 

 
1. Corporate Strategy, Policy and Direction 

 
1.1 The Chief Administrative Officer (CAO) holds office at the pleasure of Council and, in 

accordance with the Municipal Act, 2001, is responsible for: 
1.1.1 Exercising the general control and management of the affairs of the municipality for the 

purpose of ensuring the efficient and effective operation of the municipality, and 
1.1.2 Performing such other duties as are assigned by the Mayor and Council. 

1.2 As the principal policy advisor to Council, the CAO provides unbiased, timely, current and 
professional advice, information and options to facilitate informed decisions. 

1.3 Implements the decisions of Council by ensuring that policies, procedures, programs and 
strategies are in place following Council directives. 

1.4 Directs the preparation of plans, programs and reports to be submitted to Council and 
supervises the implementation of all programs approved by Council. 

1.5 Establishes internal directives and provides leadership to direct reports to implement 
standards of current and future operations and service delivery, as directed by Council. 

1.6 Provides recommendations to Council so as to improve the administration, operations and 
service delivery of the Corporation. 

1.7 Undertakes strategic and business planning initiatives and other studies to improve 
organizational effectiveness, efficiency, costs and productivity. 

1.8 Leads, advises and directs the Mayor and Council in developing and managing a short, 
medium and long-term strategic business plan including the development of a mission, vision, 
values and the Town’s official and secondary plans. 

1.9 Establishes and manages an effective economic development plan unique to Grimsby, with 
inclusion of the Mayor and Council, relevant Committees and other levels of government. 



1.10 Meets regularly with the Senior Management Team (SMT) and other staff to ensure a high 
level of administrative coordination supports Council’s policy making process and that the 
Town’s various business units operate cohesively and efficiently. 

1.11 Investigates all written complaints and/or claims made against the municipality, and where 
applicable, makes recommendations to the Standing Committee having jurisdiction. 

1.12 Ensures the maintenance of sound public relations as it relates to the Corporation’s 
employees and residents of the community. 

 
2. People Leadership 

 
2.1 The CAO brings a strong and collaborative, people-focused leadership style and builds, 

engages and motivates a high performing team. 
2.2 Leads a team of department heads in multi-disciplinary functions including finance, human 

resources, health and safety, administration, information technology, service innovation, public 
works, engineering, building, by-law enforcement, planning, fire, parks, facilities and culture. 

2.3 Through the department heads, the CAO is responsible for all employees of the Town. 
2.4 Responsible for the implementation of an effective human resources strategy and programs, 

including recruitment, total compensation, performance management, training, development, 
policy, employee relations, succession planning and organizational efficiency. 

2.5 Implements a staffing strategy ensuring efficient use of resources while accomplishing the 
directives of Council with respect to service delivery to the community and corporate 
operations. 

2.6 Directs negotiations with Municipal employees with respect to wages, salaries and working 
conditions and generally supervises the administration of such documents. 

2.7 Makes recommendations to Council with respect to the appointment and employment of 
senior staff. 

 
3. Town of Grimsby Operations 
 

3.1 The CAO leads a multi-disciplinary team of senior staff overseeing all of the operational, 
administrative and public services. 

3.2 Directs the preparation and presentation of operating and capital budgets, and is 
accountable for the short and long term fiscal objectives of the Town. 

3.3 Ensures business and financial planning, revenue generation, capital and operating budget 
and sound stewardship of fiscal, people and physical assets. 

3.4 Maintains strong and effective external relationships with municipal auditors, solicitors, 
consultants, community organizations, federal and provincial government agencies and the 
public, on behalf of the Town. 

3.5 Ensures compliance with applicable legislation including the Municipal Act, Ombudsman Act, 
Elections Act, Municipal Conflict of Interest, Ombudsman Act, Planning Act, Safe Drinking 
Water Act, Employment Standards Act, Occupational Health and Safety Act, Accessibility for 
Ontarians with Disabilities (AODA) and other federal and provincial legislation. 

3.6 Responsible for conducting and overseeing municipal elections in accordance with the 
requirements of the Municipal Elections Act. 

3.7 Seeks opportunities for partnerships and external sources of funding. 
3.8 Responsible for corporate internal and external communications, visual identity and media 

communications. 
3.9 As intermediary between Council and Staff, ensures that the roles of Council and Staff are 

clearly understood and an appropriate, effective and productive partnership is in place. 
3.10 Attends Council meetings and represents the Town in matters addressed at the Council 

table. 
 

4. Other related duties, as assigned 
 

4.1   Performs other related duties as assigned by the Mayor and/or Council. 
 
 
 
 



 

SUPERVISION 

 
Direct Reports (#)  8 Department Heads 
     
Indirect Reports (#)  210 Full and Part-Time Staff 
    All other temporary and seasonal employees 
 

EDUCATION  

 
University Degree in Public Administration or a related discipline.  Preference will be given to candidates 
with a Master’s Degree. 
 
Association of Municipal Clerks and Treasurers of Ontario (AMCTO) Professional Accreditation is 
considered as asset. 
 

EXPERIENCE 

 
10 or more years of senior leadership/executive level experience, including municipal experience, in a 
public sector environment with extensive experience working with elected officials. 
 

SKILLS 

 
 Demonstrated understanding of municipal operations and legislation. 
 Record of accomplishment in achieving administrative, financial and customer service excellence. 
 Dynamic and visionary leadership, with strong strategic planning and long term thinking skills. 
 Focus on building a high performing team, employee engagement and development. 
 Excellent problem solving of complex issues and critical thinking. 
 Develop and foster positive and productive working relationships between governing bodies and 

administration, understands and manages pressures and expectations on both sides. 
 Ability to handle confidential and sensitive information with a high degree of judgement and 

discretion. 
 Collaborative leadership style with excellent inter-personal skills. 
 Excellent oral and written communication skills with experience in public and media relations. 
 Strong project and change management skills. 

 

OTHER 

 
Hours of Work:   Standard office hours are Monday to Friday, 8:30 a.m. to 4:30 p.m. 

It is a requirement of the incumbent in this position to attend meetings of 
Council every first and third Monday of each month, from 7:00 p.m. to 
11:00 p.m., or until such time as the meeting is adjourned.   
Later hours may also be required for Committee meetings or Town 
business, or Community events on evenings and/or weekends. 
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