TREASURER

Assessments/Assessor
Tax - Revaluation(years) - Levy
- Financials - Statements - Bank reconciliztions
Funding/Grant Applications
- Payroli/Benefits
«  Budget
TCA (Tangible Capital Asset Registrar}

Complete necessary
courses/training for
position of Administrator

_
m
m

GOVERNMENT - PROVINCIAL & FEDERAL

Relations with:

Government Departments — Municipal Relations
- Housing Authorities

Water Security Agency

Revenue Canada

Sask Parks and Recreation

- Capital Budget s | SAMA
- Audit COUNCIL SK Environment
”M.__“_qm_.,.“ﬂen__””ﬂmﬂsw cunil vl maEE_FEE Organize meetings/council meetings 7 3
S L . . Minute taking/compiling/agendas
- Billings Dealing with the general public/Residents Actinns: Carfyout requirements of Councll e
 Infrastructure Planning Organize ar help with Community Events - Provide Guidance and Assistance
Canada Day etc.
Public Consultations Library Lions Club
. 1 . ions Cul
STAFE Sear Commuby s 4 e ﬂ Lt Recreation Boards - Rink Committee 7
— -/ \ i A - Golf Club Bowling Club |
- Morale " - Trades People Insurance Companies |
- Sick leave cover (Office Staff) EMO o ~ -~ RCMP Bylaw Officers ‘
- Organize sick caver for other staff (if required) = < UMAAS SEPA
- HR=-Human Resource — Appraisals . Compile/Update emergency measure Herilage SUMA/SARM _
- Training Volunteer organizations Local Businesses
Delegate duties orders . _
Oeal with Staff needs and wants to help with town - Implement and provide direction m
amenities
GENERAL ADMINISTRATION
> Reports
OTHER P— Letters
LEGAL Filing
. . Purchasing - Complaint pracessin| - House keepin
Follow and E.__m m_.ci.mn_mm of qwmum_u.ag & implement problemsolve: - monumz Fr ) o Attend nuzﬂmqm:_ua_{o;w:anm and organize for council
Bylaw = compilation and endorsing Duediigence - Organizec & = Office equigment - maintainirg
= Assessment Retums Ethical - information - -
School interim, monthiy and yearly reports & Statements Technology s el
nos.g_manm Communications/website/local monthly ENVIRONMENTAL
Dealing with lawyers newsletter e KEEP SMILING
— Comply to environmental codes
—— e < Haveahappy Deal with disasters - apply for funding
OTHER MUNICIPALITIES , disposition - Waste water
VOLUNTEER FIRE DEPARTVENT - sl
- Provide support - information - Drinking water
Inter municipal Agreements Fire fighters & 1” Responders
Needs and wants to run the department -
ECONOMIC DEVELOPMENT
HEALTH & SAFETY Strategic Financlal Planning

- Compliance to Health & Safety Regulations
Welfare of staff/council & public
Safety meetings
Risk assessments

| Town size approximately 600

BOARD OF REVISION

Secretary

Provide advice and guidance to appellants
Fellow requirements of applicable Acts
requirements

ELECTIONS
- Organize/Act upon legislation and preseribed

- Organize venues/postaliadvance poliing

frastructure Requirements & Considerations
Project Development




