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Cavan Monaghan 
Job Description 

I Position: Corporate Services Administrator 

I Reports to: Clerk and C.A.O

I This Job Description is effective: March 2024 

Job Summary 
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As a member of the Corporate Services department this position provides 
administrative support to the Corporate Services department. This role conducts 
research, completes assigned project work, manages documents, and provides 
overall administrative support. Confidentially is essential in this position. 

Duties and Responsibilities 

• Assists with the research, implementation and maintenance of various
Municipal policies and procedures and programs.

• Provides routine administrative and clerical support to the C.A.O. and Clerk,
including preparing reports, forms, correspondence, receipts, coordinating
conferences/seminar registration, document tracking and maintaining contact
lists.

• Organize and complete Council member registration for all professional
development activities such as training, conferences, and seminars.

• Assists with the corporate calendar, coordinating appointments, events, and
Council activities.

• Researches and assembles background information to support research
activities for special projects including grants and funding opportunities.

• Assists with the maintenance of the corporate insurance program including
the addition of new assets and certificates of insurance.

• Assists with the organization of special events within the Township, as
directed.

• Assists with identifying departmental information to be included on the
Municipal website and ensures that the information maintains accessibility
standards and is current and updated on a regular basis.

• Provides back-up support with the preparation of agendas, By-laws,
background material and all related correspondence for Council and
Committees.

• Acts as a recording secretary under the direction of the Clerk.
• Provides administrative support for cemetery information management.
• Assists with organizing and administering the municipal election.
• Provide support on Health and Safety compliance maintaining awareness of

Occupational Health & Safety Act requirements.








