
 
JOB PROFILE 

 

DIRECTOR OF OPERATIONS  
Dated: September 2020 

 
Job Summary 
 
Reporting to the Chief Administrative Officer (CAO), the Director of Operations provides vision, 
leadership and operational support to the City’s Operations department. Either directly, or through 
effective delegation, the Director will lead the operations and maintenance of municipal services 
including: the preventative maintenance of public infrastructure; control and management  of issues 
related to drinking water, sanitary sewer, and storm drainage; road and sidewalk construction and 
maintenance; management of municipal facilities, parks, trails and open spaces;  overseeing snow 
removal and management of storm events; maintain the City’s vehicle fleet and  equipment.  
 
As a member of the senior management team, the Director is expected to provide the CAO and Council 
with professional, accurate and timely advice including options, analyses and recommendations 
pertaining to their field of expertise. The Director will follow CAO direction with respect to 
implementation of corporate direction, policy and goal setting.  
 
The Director must work well in an environment where leadership, innovation, teamwork and sound 
planning are valued. The Director serves the organization and leads a skilled and diverse team of 
employees by demonstrating adherence to legislative and regulatory requirements and industry best 
practices; adhering to Parksville’s operational guidelines, policies and procedures set out by the CAO and 
Council; and ensuring that municipal services are delivered in a responsible, ethical and sustainable 
manner. 
 
Primary Duties and Responsibilities  
 
Effective Communication 
 
Attend and participate in meetings of Council as required by the CAO and represents the City and 
Operations Department at various external committees, planning groups and public engagement events.  
 
Prepare and present reports for Council, conveying technical and complex information in an 
understandable, clear and accurate manner, both verbally and in writing. 
 
Meet regularly as part of the senior management team to ensure that the CAO is briefed on issues 
related to political, financial or labour matters; review and determine corporate priorities; discuss 
solutions to cross-functional issues; establish and monitor compliance with corporate wide initiatives; 
resolves competing budgetary issues and provide sound advice on matters affecting municipal 
operations. 
 
Maintain an effective system within the department for dealing with citizen complaints and requests for 
service. Work within the department and with the City’s Communications staff to ensure appropriate 
liaison and public engagement with residents, user groups and stakeholders regarding interruptions in 
services or inconveniences resulting from maintenance and/or development work. 
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Employee Relations and Safety 
 
Effectively direct and manage a mix of unionized and exempt employees, ensuring strong productivity, 
efficient delivery of service and a high performing team. Comply with the CUPE Collective Agreement 
and administer it within the department accordingly.  Foster a customer-centric culture that is 
responsive and service oriented. Develop approaches to improve the organizational culture and climate 
to build employee commitment and pride, resulting in optimal service to the City. 
 
Resolve employee performance issues, manage employee conduct, handle discipline problems in a 
timely manner; participate in the grievance process; make recommendations to the CAO on hiring, 
compensation, and suspension or termination of employees. 
 
Participate in collective bargaining. 
 
Take responsibility for the development, implementation and adaptation of the City’s safety program to 
ensure adherence with WorkSafeBC requirements, compliance with the City’s safe work and safe 
operating procedures and best practices for the respective functions.  
 
Technical Expertise 
 
Provide effective leadership and strategic direction in the development and implementation of short, 
medium and long-range plans and infrastructure projects within areas of responsibility. 
 
Oversee the City's operations function including effective project management and oversight of day-to-
day operations; asset and life cycle management; and the efficient provision of municipal services.   
 
Identify short term and long term (multi-year) maintenance and operational projects and organizational 
and resource requirements, including the preparation of related work plans and the development of 
preventive maintenance programs. 
 
Lead and develop departmental budgets and assure that assigned areas of responsibility are performed 
within budget and in line with Council approvals and municipal purchasing policies. Perform cost control 
activities; monitor revenues and expenditures in assigned areas to assure sound fiscal control; prepare 
business case analysis for budget requests; assure effective and efficient use of budgeted funds, 
personnel, materials, facilities and time. 
 
Serves, from time to time, as a management representative on the City’s Joint Occupational Health and 
Safety Committee. 
 
In emergency situations, acts as a key member of the Emergency Operations Centre. 
 
Performs additional duties as necessary and directed by the CAO. 
 
REQUIRED KNOWLEDGE, ABILITIES AND SKILLS 

1. Extensive knowledge of municipal operations’ principles and practices, municipal policy, 
infrastructure operations and maintenance, water / wastewater operations, municipal computer 
software and budget practices. 

2. Thorough knowledge of: 

• Laws, regulations and policies pertaining to municipal governance including the Community 
Charter, Local Government Act; 

• Safe work requirements, best practices and WorksafeBC requirements; 

• Contract management, common law and legal principles; and 

• Capital and operational budget preparation and effective control. 
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3. Proven ability to: 

• Interact effectively with Council, staff and the public verbally and in writing, as well as the ability 
to exercise tact and diplomacy; 

• Effectively plan and manage a multi-function, high volume department; 

• Make sound judgments and decisions in keeping with management’s operating objectives and 
customer (internal/external) service philosophies; 

• Multitask, meet competing deadlines and successfully meet complex challenges through strong 
organizational and human resource management skills; 

• Compile complex and concise technical reports in an understandable manner; 

• Interpret and provide sound guidance on a variety of complex engineering and operational 
issues; 

• Recognize and identify ‘red flags’ and assess implications;  

• Deal effectively with emergencies and provide sound guidance to diverse groups or personnel 
engaged in a variety of emergency response situations. 

4. Comprehensive understanding of the roles and responsibilities of other departments within a local 
government corporate structure. 

5. Demonstrated skills and experience leading, coaching, and motivating staff in a public sector team 
environment. 

6. Exceptional interpersonal, communication, presentation, facilitation, negotiation, problem solving, 
decision making, leadership and general management skills. 

7. Familiar with requirements to maintain confidentiality and protect sensitive information. 

8. Demonstrable working knowledge of Microsoft Office; strong computer skills in accounting 
software, complex spreadsheets, work order systems, other related complex data entry and word 
processing. 

 
REQUIRED QUALIFICATIONS, LICENSES, CERTIFICATES AND REGISTRATIONS 
 

• Bachelor’s Degree in Business Administration, Civil Engineering, Public Administration or a related 
field (Master’s level preferred); a Certified Applied Science Technologist Diploma or Professional 
Civil Engineering Diploma from a recognized educational institution combined with 15 years of 
formal municipal management may be considered as an equivalent certification. 

• Registered as an Applied Science Technologist with the Applied Science Technologists and 
Technicians of British Columbia, in good standing with the EGBC. 

• Board of Examiners Certificate in Local Government Administration is an asset. 

• Project Management Professional (PMP) Certification is an asset. 

• Possession of a valid B.C. Drivers Licence and clean driving record is a requirement. 

• Minimum of ten (10) years of progressively responsible municipal experience, including personnel 
management in a unionized setting, and high-level experience in managing the operations functions 
of a local government. 

 
An equivalent combination of education and experience in local government and/or private industry 
may be considered. 
 


