
 

 
 

 
 
 
 
 

THE CORPORATION OF THE TOWNSHIP OF CENTRE WELLINGTON 
 

MANAGER OF LEGISLATIVE SERVICES & DEPUTY MUNICIPAL CLERK 
PERMANENT FULL TIME (1 VACANCY, 35 HOURS PER WEEK) 

The Township of Centre Wellington is a thriving, fast-growing community of approximately 35,000 residents, 
uniquely blending the charm of rural living with the conveniences of nearby urban centres like Guelph and 
Kitchener-Waterloo. Surrounded by stunning natural landscapes and known for its vibrant arts and festival 
scene, historic character, and year-round recreational opportunities, our community offers an exceptional 
quality of life for residents and visitors alike. 

The Manager of Legislative Services & Deputy Municipal Clerk is responsible for the management and delivery of 
all Legislative Services Division functions under the leadership and support of the Managing Director of 
Corporate & Legislative Services / Municipal Clerk. The role is accountable for Council and Committee support, 
records and information management, access to information and privacy, elections administration, and 
customer service functions. 

The position serves as the statutory Deputy Clerk as outlined in the Municipal Act, and acts with delegated 
authority to ensure legislative compliance, organizational continuity, and service excellence. The role maintains 
full managerial accountability for staff, budgets, and division performance, and provides strategic advice to 
Council and Senior Management Team. 

This is a rare opportunity to work at the centre of municipal decision-making, supporting Council and 
Committees, strengthening records/information governance, and helping ensure legislative compliance, 
continuity, and service excellence. If you are a municipal legislative services leader who enjoys advising in a 
dynamic political environment, strengthening corporate records and information practices, and guiding teams 
through complex, deadline-driven work, you will find meaningful challenge and purpose here.  

This position will help shape the policies, systems, and service standards that keep the Township’s legislative 
and statutory functions running smoothly. This is an opportunity to join a community that values 
professionalism, partnership, and progress, and bring expertise to a leadership role where the impact will be 
visible across the organization. 

 

Major Duties and Responsibilities:  
 
Governance & Legislative Services 
• Supports the Municipal Clerk in managing the delivery of Council and Committee processes, including agenda 

preparation and publication, minute preparation, by-laws, resolutions, and official records.  
• Oversees and maintains agenda management systems and Council Chamber audio-visual systems, including 

system administration, staff training, and coordination with service providers.  
• Provides procedural, legislative, and governance advice to Council, Committees, and senior staff in accordance 

with applicable legislation, by-laws, and best practices.  
• Ensures timely, accurate, and transparent communication of Council decisions, statutory notices, and 

governance-related information to internal and external stakeholders.  
• Researches, prepares, and reviews draft by-laws, resolutions, and governance-related reports to Council and 

Committees.  
• Maintains systems to track complaints and inquiries in accordance with the Municipal Act and corporate policy.  
• Assist with planning and delivering Council and Committee orientation, training, and ongoing 

learning/development in areas such as governance, ethics, and statutory/regulatory responsibilities.  
• Leads continuous improvement initiatives related to legislative processes, governance practices, and service 

delivery. 
• Supports the administration of animal control and other third-party contracted regulatory services, including 

intake/triage of inquiries, tracking and documentation, coordination with the service provider, and preparation 
of correspondence and summary reporting as required. 
 

Records, Access & Privacy 
• Provides leadership and oversight for the corporate records and information management program, including 

electronic and physical records, classification systems, retention schedules, and disposition practices.  
• Act as the Township’s Access and Privacy Coordinator under the Municipal Freedom of Information and 

Protection of Privacy Act (MFIPPA).  
• Oversees the coordination and response to access to information requests, privacy impact assessments, and 

privacy breach management.  



 

 
• Provides expert advice to staff and senior leadership on access, privacy, and information governance matters, 

balancing transparency, confidentiality, and organizational risk.  
• Promotes consistent, secure, and accountable information management practices across the organization 

through policy development, training, and monitoring. 
 

Elections & Regulatory Functions 
• Act as Deputy Returning Officer and provide operational management and support for the planning, 

administration, and delivery of municipal elections and by‑elections in accordance with applicable legislation 
and under the guidance and leadership of the Municipal Clerk. 

• Oversees election readiness, staffing, training, logistics, and systems to ensure integrity, accuracy, accessibility, 
and public confidence in the electoral process. 
 

Leadership & Corporate Support 
• Fulfill all statutory and regulatory obligations and duties of the Deputy Clerk as outlined in the Municipal Act 

and other legislation. 
• Provides leadership, coaching, and performance management to Legislative Services staff, fostering a 

respectful, inclusive, and high‑performing workplace culture. 
• Exercise full managerial responsibility for Legislative Services staffing, recruitment, onboarding, training, 

scheduling, and workload management. 
• Make independent operational decisions within approved legislation, policies, and budgets, escalating matters 

of significant legal, financial, or reputational risk to the Municipal Clerk. 
• Identify, assess, and proactively address legislative, procedural, governance, and privacy‑related risks. 
• Prepares and manages the Legislative Services operating budget for Managing Director/Municipal Clerk 

approval, including forecasting, monitoring, and reporting. 
• Contributes to corporate initiatives, including policy development, service modernization, process 

improvement, and organizational change. 
• Act as the Municipal Clerk during absences or emergency situations, exercising delegated authority as required. 
• Participates as a member of the department’s management team, contributing to the development of 

corporate strategic plans, annual business plans, and implementing organizational priorities. 
• Represents the Township and the Legislative Services Division at meetings, events, and engagements with 

residents, professional associations, other municipalities, Wellington County, and other external partners. 
• Participates in Township learning and development initiatives, CAO Town Halls, and management forums as 

both a contributor and leader. 
  

Minimum Qualifications and Requirements: 
• Post-secondary degree or diploma in public administration, business administration, law, political science, or a 

related field. 
• Minimum five (5) years of progressive experience in a municipal legislative, governance, or clerk-related 

environment. 
• Demonstrated experience supporting Council, Committees, and senior leadership in a politically sensitive 

environment. 
• Demonstrated experience leading and managing staff, including performance management and service 

delivery accountability. 
• Strong knowledge of municipal governance, the Municipal Act, MFIPPA, Elections Act, and other related 

legislation. 
• Sound judgment, discretion, and political acuity in confidential and sensitive matters. 
• Excellent communication, relationship‑management, and advisory skills. 
• Demonstrated ability to manage competing priorities, lead teams, and support corporate objectives. 
• Excellent interpersonal skills and ability to communicate effectively with all levels of the organization, the 

community, and elected officials. 
• Excellent organizational skills and ability to manage many projects and priorities at once. 
• Excellent priority setting, analytical, problem solving and negotiating skills with strong emphasis on excellent 

customer service. 
• Strong verbal and written communication skills with proven ability to communicate and work collaboratively 

with staff, community groups, customers, and elected officials. 
• Proficiency in the use of MS Office and agenda management software. 
• A valid Class ‘G’ driver’s license and access to a vehicle are required. 
 
Work Location:  Township of Centre Wellington Municipal Office (1 MacDonald Square, Elora) 
 
Annual Salary:    $122,605 - $137,914 per annum [2026 Rate] 
 
How To Apply:   Interested applicants are invited to submit their cover letter and resume combined in MS 

Word or PDF format by email to careers@centrewellington.ca by April 1, 2026 at 11:59 
p.m. Please quote job posting 2026-26 in the subject line. 

 
The successful candidate will be required to provide proof of current and valid certificate(s) and/or educational qualifications. We thank all 
those that apply; however, only those candidates selected for an interview will be contacted. No phone calls please.  

mailto:careers@centrewellington.ca


 

 
 
Information gathered relative to this position is done so in accordance with the Municipal Freedom of Information and Protection of Privacy 
Act and will only be used for candidate selection. The Township of Centre Wellington is committed to an inclusive, barrier-free recruitment 
process. If you require accommodation at any stage, please contact us at hr@centrewellington.ca 
 
The lands we know today as the Township of Centre Wellington have been home to Indigenous peoples since time immemorial. We 
acknowledge that we are on the treaty lands and traditional territory of the Anishinaabe and the Haudenosaunee (read more).  

mailto:hr@centrewellington.ca
https://www.centrewellington.ca/living-here/diversity-equity-and-inclusion/centre-wellington-indigenous-relations-reconciliation/
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