

























































































































































































10.

11.

Job Description: Planning Technician Page 2

Presenting reports to Council and Committees of council and attending such meetings as
requested by the Director of Planning and Development Services.

Assisting the Director of Planning and Development Services with research related to planhing
policy reports, preparation of bylaw amendments, including Official Community Plan reviews.

Where necessary:

a) Assisting the Planning and Development Services Department in preparing brochures and

applications for the Municipality;
b) Responding to enquiries regarding tourism and statistical data for schools, libraries, or other

communities, related to potential relocations to Peachland.

Undertaking additional assignments and duties as requested by the Director of Planning and
Development Services.

PREFERRED TRAINING AND/OR EXPERIENCE

Either a Bachelor's degree in Planning or a related field; or, a minimum of a two-year college
diploma in planning or engineering. ‘

Minimum of three years experience in municipal planning or engineering department.
Two years experience with computerized mapping system and geographic mapping systems.

General knowledge of local community.

REQUIRED LICENSES AND CERTIFICATES

Valid British Columbia Driver’'s License

HOURS OF WORK

Normal day shift
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Job Description Effective November 5, 1887
DISTRICT OF PEACHLAND

JOB DESCRIPTION

Recreation Director

NATURE AND SCOPE OF WORK

Performs semi-skilled recreational work of a relatively complex nature under the supervision of the
Municipal Clerk and/or Treasurer/Collector. This work involves the implementation and supervision of a
wide variety of recreation programs, arts, crafts, and games for children, youth or adult programs, as well
as assisting the public Works Superintendent with planning and development of Parks and Recreation
facilities throughout the Municipality. This work involves scheduling of facilities for both inside and
outside assignments, with periodic physical exercise and a possibility of incurring serious injury.
Incumbents of this class must exercise constant care and attention to ensure safety of program
participants and must exercise courtesy and some tact in providing non-routine information with co-
workers, school officials, and the public. The possibility of loss or damage is minor and errors are not
costly and can be quickly identified and readily accommodated.

ILLUSTRATIVE EXAMPLES OF WORK

1. Teaches, organizes, supervises, and provides leadership for games, arts, crafts, and related
recreation programs and activities. -

2. Coordinates equipment and facilities required for various programs and maintains suppliés.

3. Supervises recreation activities and distributes and demonstrates departiment equipment.

4, Sets up, researches, reviews, and evaluates new and existing recreation programs and training

programs, and prepares reports and supervises volunteer and paid part time staff, as required.

5. Maintains liaison with school authorities, community groups, agencies, and the general public;
provides routine information to the public by telephone or in person; prepares program
information and gives radio reports; recruits all program staff required for implementation of
recreation programs; and trains and acts as a resource person for program instruction and

community groups.

6. Organizes and plans recreation programs, training programs, assessing present programs and
need for future programs, and drives vehicle, as required.

7. Schedules and collects fees for all recreational facilities and programs.

8. Prepares and maintains recreational programs and rental records, correspondence and budgets.

9. Assists the Director of Operations and/or Superintendent of Works in evaluating and development

Municipal Parks and Recreation facilities, as required.

10. Performs related work, as required.
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Job Description: Recreation Director Page 2

REQUIRED SKILLS, ABILITIES AND KNOWLEDGE

1.

2.

Considerable knowledge of philosophy and objectives of organized recreation.

Considerable knowledge of the methods, procedures, techniques and recreation equipment used

in teaching, instructing, organizing and leading a wide variety of programs. Some knowledge of
first aid.

Ability to teach, supervise, organize, and lead recreation programs and work with minimal
direction.

Ability to establish and maintain liaison with the public.
Ability to supervise and train volunteer staff.
Physical fitness and stamina.

Completion of Grade X!l or equivalent.

Minimum of two years' experience in one or more recreation specialties, some experience in
public relations, business administration, or recreation. '

PREFERRED TRAINING, EXPERIENCE, ETC.

1.

Completion of two (2) year college diploma course in Recreation and/or equivalent combination of
training and experience.

REQUIRED LICENSES, CERTIFICATES, ETC.

B.C. Driver's License — Class 5.

HOURS OF WORK

Non-normal.
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DISTRICT OF PEACHLAND
JOB DESCRIPTION

PLANNING ADMINISTRATOR

NATURE AND SCOPE OF WORK

Reporting to the Director of Planning & Development Services, the Planning Administrator is responsible
for planning and organizing the subdivision and planning and development processes. The position
performs duties of a complex nature, which requires thorough knowledge of processing land use
applications, evaluating submissions for compliance with bylaws and other legislation. The Planning
Administrator deals with municipal infrastructure, and the responsibility for the costs of services, when
growth and development applications come forward in the community. Knowledge of environmental
issues and riparian are management, traffic analysis and engineering are required.

The position requires Geographic Information System (GIS) knowledge and skKill in interpreting mapping
information, legal maps and zoning maps. The position must be familiar with Provincial legislation, the
Official Community Plan, Area Sector or Neighbourhood Plans, the zoning bylaw, District Policies and the
Subdivision and Development Servicing Bylaw. A significant component of this position is dealing with
public inquiries; therefore this person is required to exercise courtesy and tact in the exchange of routine
and often confidential information with the public and other municipal Employees.

This position performs diversified work of a technical nature requiring analytical skill related to reviewing
development applications. It also requires strong organizational ability, keeping files on track and in order.

ILLUSTRATIVE EXAMPLES OF WORK

The Planning Administrator will undertake duties associated with the day-to-day operation of a planning
and development department, which involves:

1. Reviewing and processing Subdivision applications in consultation with the Approving Officer.

2. Reviewing land use applications and evaluating submissions for compliance with bylaws and
other legislation. Conduct research, gather technical information, circulate to various provincial
agencies and prepare recommendations and reports. Duties may include assistance in drafting

bylaws and other tender documents.

3. Providing good customer service in responding to telephone and in-person planning inquiries.
Provide status on applications, advice and assistance to the general public and fellow Employees
on technical land use applications, preparation of land use studies, bylaws, and -processing

development applications.

4. Staying abreast of planning proposals and legislation related to municipal planning within the
area. Maintain liaison with various Federal and Provincial Ministries and Regional Districts,

exchanging current information.

5. Presenting reports to Council and Committees of Council and attend such meetings as requested
by the Director of Planning and Development Services.

5. Consulting with professional engineers, architects, engineering associates and other staff and
agencies, to ensure that subdivision development complies with relevant legislation, bylaws
and various policies and procedures. Examples of this include property access, water or
sewer connections OCP policies and zoning.
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Job Description: Planning Administrator g Page 2

10.

11.

12.

As part of the development review, drafting Development Agreements, Development Permits, and
other instruments deemed necessary including restrictive covenants, easements or right-of-way
agreements on behalf of the Municipality.

Working with the Director of Operations to determine engineering requirements related to new
development, including design requirements, estimated servicing costs and letters of credit and/or
bonding and performance monitoring.

Developing and implementing processes and procedures for development review process and
initiates recommendations for changes to bylaws, standards, policies and procedures.

Reviewing development proposals with consideration of the environmental impact of proposed
developments, including riparian area requirements and consideration of mitigation measures.

Reviewing and issuing permits for wharfs and buoys on behalf of the District.

Undertaking additional assignments and duties as requested by the Director of Planning and
Development Services.

PREFERRED TRAINING AND/OR EXPERIENCE

A minimum of a two-year college diploma in planning, engineering or in a municipal related
function. -

Minimum of three years experience in municipal planning or engineering department.
Two years experience with computerized mapping system and geographic mapping systems.

General knowledge of local community.

REQUIRED LICENSES AND CERTIFIATE

Valid B.C. Driver’s License.

HOURS OF WORK

Normal day shift.
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Job Description Effective April 30, 2002
DISTRICT OF PEACHLAND

JOB DESCRIPTION

Deputy Treasurer

NATURE AND FUNCTION

The Deputy Treasurer serves as senior accounting person and provides assistance to the Treasurer. This
person performs accounting and clerical tasks of a skilled nature. Duties include internal and external
financial reporting, as well as financial and accounting procedures dealing with, but not limited to general
ledger, banking, payroll and benefits, property taxes, utilities, business licenses, accounts payable and
receivable. This individual is responsible for computer systems administration when required. From time
to time, this person will actin the capacity of Treasurer to perform duties as directed, by the Administrator

in the absence of the Treasurer.

INTERNAL RELATIONSHIPS

This person acts as a resource person for accounting information to staff members. A high level of service
must be provided to staff members needing information, which requires expediency, cooperation and
courtesy. This person assists the Treasurer with task delegation and task completion supervision of
Finance Department staff. This person assist the Treasurer with ensuring compliance with financial and
system internal controls, policies and procedures.

EXTERNAL RELATIONSHIPS

This person has frequent public contact requiring courtesy, diplomacy, and the presentation of a positive
image to the public. Detailed tax and utility billing information is promptly provided to the public when
requested. This person liaises with a wide variety of government agencies in the provision of accounting

information and the processing of grant applications.

Reports to: Treasurer

DUTIES AND RESPONSIBILITIES

1. Accounts Payable and Receivable — account adjustments, statements, balance, and post to GL.

2. Business License reporting including review of applications for completion and accuracy. Process
Business License account adjustments, database maintenance, balance and post to GL, and

annual collection of fees.

3. Tax Accounts and Utilities — acts as Collector, prepare billings as required, maintain database,
prepare account adjustments, statements, balance and post to GL.

4, Home Owner Grants, Deferred Taxes, School Taxes — acts as Collector, approves grant
applications including retroactive claims, submits and reports as required by the Province.
Deferred Taxes — submits applications and ensures funds collected promptly with the Province.
Ensures School Taxes remitted to Province by due dates.

5. Annual Tax Sale — prepares reports, notifications to outstanding owners, advertising, and advises
Treasurer of action required.

66




Job Description: Deputy Treasurer ' Page 2

6.

10.

11.

12.

13.

14.

15.

16.

Maintains Client Database by way of Land Title notifications, BC Online searches, or customer
notification, BCAA ~ liaison with and maintain database.

Payroll — maintains Employee database, reviews payroll input for accuracy, prepares reports for
government agencies, balance and post entries to GL. Responsible for administration of benefits.

Annual preparation of T4, T4A and summaries and any other reports relating to payroll necessary
for year end submissions to other agencies.

Bank Reconciliations.

Cash Receipt — review receipts to ensure correct disposition to accounts. Verification and balance
confirmation to Deposit reports, Batch reports.

Assists Treasurer with year end entries and audit reporting requirements.

Assists Treasurer with preparation of Budget Schedules, drafting of financial bylaws, policies and
procedures. Prepares analytical spreadsheets as required.

Responsible to ensure municipal computer network, work stations, and software is maintained to
standards established as efficient to municipal needs. Recommend upgrades and changes to
computerized applications. Ensure outside technical assistance is obtained when necessary.

Trains or arranges for training on new computer hardware and software and responsible to
ensure that computer system backup is done on a daily basis.

Assists with special projects as assigned and other related duties.

Assists Planning Department with water and sewer applications when required.

REQUIRED QUALIFICATIONS

1.

Ability to interpret various- legislation, including municipal bylaws, the Local Government Act, the
Provincial Homeowner Grant Act and Regulations, and other contracts, policies and procedures.

Knowledge of governmental regulations concerning payroll, employment and the ability to
properly interpret and administer the CUPE coliective agreement.

Knowledge necessary to complete computer related duties evidenced by previous experience
working with computer based accounting and word processing systems.

Superior written and oral communication skills.
Ability to prioritize work and strong organizational skills.

Grade 12 education supplemented by successful completion of at least the first two levels of
study of an accounting program leading to an accounting designation of CA, CGA or CMA.

Minimum of 5 years experience in municipal accounting.
Willingness to continue education and training.

Experience with computer network systems, current software and Internet technology.
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DISTRICT OF PEACHLAND
JOB DESCRIPTION

Building Inspector/Bylaw Enforcement Officer

GENERAL ACCOUNTABILITY:

Reporting to the Director of Planning and Development Services, the Building Inspector/Bylaw
Enforcement Officer (BI/BEO) has overall responsibility for administration of the District's building
regulations, related bylaws and relevant provincial and federal legislation.

NATURE AND SCOPE OF POSITION

The BI/BEO is responsible for ensuring that construction, conversion, demolition, removal, repairs and
additions to buildings and structures comply with the BC Building Code and relevant related District
bylaws. The BI/BEO is also the License Inspector under the Trade License Bylaw. The BI/BEO will work
closely with the Fire Chief to ensure that applicable fire codes and regulations are complied with.

The BI/BEO is responsible for administering the following District bylaws, including but not limited to:

Building

Zoning

Sign Control

Floodplain Management
Development Cost Charges
Mobile Home Parks

Trade Licenses

Municipal Ticket Information Utilization
Street Numbering

Traffic and Parking
Unsightly Premises

As well as other relevant bylaws and policies.

DUTIES AND RESPONSIBILITIES:

1. Examines residential, commercial and industrial applications for building permit issuance to
ensure compliance with relevant codes, bylaws and related legislation.

2. Issues permits for buildings and any related to bylaws listed above.

3. Prepares reports and records of inspections and maintains an up-to-date filing system for the
administration of permits issued.

4, Performs on-site inspections of buildings and structures, solid fuel burning appliances, and
plumbing installations to ensure that permits, related bylaws, codes and regulations are complied
with. |

5. Assists the public with interpretation of the Building Code and bylaws.

6. Investigates complaints concerning alleged violations of building, zoning and other matters under

the jurisdiction of the BI/BEO; issues recommendations and orders for remediation of the
violation; follows up to ensure compliance with directives; issued MTI or long form tickets for

infractions.
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10.

11.

Gives evidence in court in defence of matters related to the administration of bylaws under
jurisdiction of the position.

Submits reports as required to outside agencies such as CMHC and Statistics Canada regarding
building activity.

Prepares and submits reports as required on costs/revenues associated with administration of the
duties of the position.

Supervises contracted and/or seasonal Bylaw Enforcement Officer (s).

Other related duties as required.

EDUCATION, KNOWLEDGE AND EXPERIENCE

1.

10.

11.

Completion of grade 12 supplemented by completion of a recognized apprenticeship or program
in carpentry and/or carpentry and plumbing, together with a minimum of 2 years experience, or an
equivalent combination of training and experience.

Level 1 certification (minimum) with the Building Officials’ Association of British Columbia.
Level 1 certification (minimum) with the Plumbing Officials’ Association of British Columbia.
Possession of a valid British Columbia Driver’s License.

Thorough knowledge of building construction methods and materials.

Thorough knowledge of bylaws, codes and relevant legislation affecting the construction and
repair of buildings. ' :

Ability to communicate effectively both orally and in writing and to deal courteously, tactfully,
impartially and firmly with the public, contractors and trades people.

Ability to read and understand codes, bylaws, legislation, blueprints, legal plans and related
technical materials; ability to interpret and apply that material to a range of building situations.

Ability to organize work schedule to meet required deadlines and perform inspections in a timely
manner.

Working understanding of the Land Title System and BC Assessment Authority records.

Working knowledge of personal computers in a network and Windows environment; working
knowledge of Microsoft Office products, particularly Outlook and Word.
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Job Description Effective; September, 2004
DISTRICT OF PEACHLAND

JOB DESCRIPTION

Clerk Typist/Recreation

NATURE AND SCOPE OF WORK:

The Clerk Typist/Recreation reports directly to the Recreation Director, and performs skilled typing,
computer, reception, cashier and accounting work of a varied nature. Work involves typing a variety of
correspondence, memos and other documents; taking cash, making change, issuing and processing
receipts through cash register; performs filing tasks; answers telephones and in-person lnqumes
regarding mummpal and recreation matters.

Good public relations and communication skills are required. Some discretion is exercised in giving
information over the telephone or at the counter where the nature and extent of such has been clearly
defined by a supervisor. The incumbent must exercise courtesy and tact in the exchange of routine
information with other Employees and members of the public. The Clerk Typist/Recreation must be
physically fit and healthy to perform the physical demands of the position.

ILLUSTRATIVE EXAMPLES OF WORK:

1. Public relations.

2. Front line service including telephone answering, message taking, general public inquiries,
program registrations, revenue receipting, welcoming patrons and directing patrons to class
locations.

3. Assists contract program instructors with program set-up (some lifting required), photocopying,
etc.

4, Balancing and preparation of daily cash deposits, delivery of in-house mail, processing of out-

going mail, pick up mail from mail box.
5 Operates various office equipment.
6. Inventory and ordering of office supplies on Recreation Director’s authorization.
7. Record keeping, document filing.
8 Physical set-up for Council, Committee, Management meetings.
9. Purchasing supplies for Council, Committee, Management meetings.
10. All record keeping for Out of School Care Program.

11. Data entry as required.

12. Rental educator.

13. Responsible for inventory of kitchen.

14, Attends to Community Center appearance.

15. Back up caregiver for Out of Schoo! Care (qualified as per licensing requirements.)

16. Maintain Community Organization list.

17. Assists Recreation Director with duties required for Municipal Special Events and Recreation
Department Special Events.

18. Accounting of Recreation Programs, including preparation, coding and categorization of
registration forms.

19. Preparation of accounts receivable requisitions forwarded to the Finance Department.

20. Other duties as assigned by the Recreation Director.

21. District Office relief coverage on an as-needed basis.
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Job Description: Clerk Typist/Recreation Page 2

REQUIRED SKILLS, ABILITIES AND KNOWLEDGE:

1.

2.

Aptitude for clerical and detail work

Knowledge of computerized accounting practices and procedures.
Skill dealing with members of the public and staff.

Ability to execute oral and written instructions.

Thorough knowledge of the operation and use of office equipment, especially computers running
standard windows applications and Vadim Accounting Systems software.

Ability to self cross-train under direction of Treasurer and/or Recreation Director or under self-
initiative.

Ability to execute accounting duties as required.
Ability to communicate effectively orally and in writing.

Physically fit.

PREFERRED TRAINING, EXPERIENCE, ETC.

Grade 12 plus courses in commercial/secretarial, and/or recreation administration.

Previous experience working in a public service position.

HOURS OF WORK:

Non-normal: the norma! work day for the Clerk Typist/Recreation shall- consist of a scheduled peribd of
seven (7) consecutive hours of work and the normal work week shall consist of five (5) consecutive days,

followed by two (2) consecutive days off.

Overtime when and as required.
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