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Career Opportunity

Planning & Development

PLANNING & DEVELOPMENT CLERK
One-Year Contract Position | Potential Full-Time Permanent Position
Reporting to the Planning & Development Manager, the Clerk is the face of this department. The 
clerk is primarily responsible for filing, file maintenance, database entry, clerical, and accepting 
administrative processing on all permits, compliance requests, subdivision applications, and 
other applications that are received by the Planning & Development department.

Applicant Should Possess:

Ideal Qualifications:

•	 Background in Municipal permitting

•	 Proficiency in Microsoft Office applications

•	 Excellent organizational, communication and report-writing skills and demonstrated ability to 
deal with the public in a courteous and efficient manner

•	 The ability to work with elected officials and administration

•	 Knowledge of municipal legislation and relevant statutes

•	 Demonstrated ability to work effectively, both independently and as part of a team

•	 Familiarity with County structure, operations, and knowledge of rural community planning 

•	 Background in Agenda and Minute Preparation would be an asset

•	 Understanding of filing and record maintenance

Salary:		 	 Salary level dependent upon experience and qualifications

Hours of Work:		 Monday to Friday 8:30 a.m. to 4:30 p.m., based on 35 hours per week

Closing Date:	 	 This position will remain open until a suitable candidate is found

Applicants can send a resume including references and contact information to the attention 
of Matthew Ferris, Manager of Planning & Development (mferris@LSAC.ca). If email is not an 
option, please fax or mail to the address below. We thank all applicants in advance for their 
interest; however only those selected for an interview will be contacted.
Your personal information is collected under the authority of Section 33(c) of the Freedom of Information and Protection of Privacy (FOIP) 
Act. Personal Information you provide may be used for the purposes of determining whether you are suitable and qualified for a position 
with Lac Ste. Anne County. If you have any questions about the collection and use of this information, please contact the Lac Ste. Anne 
County FOIP Coordinator at the Lac Ste. Anne County Office located at 4928 Langston Street, Sangudo, AB. T0E 2A0 or contact the FOIP 
Coordinator at (780) 785-3411.

•	 Self-motivation and efficiency

•	 Accuracy, neatness and completeness

•	  Strong organizational skills

•	 Clean Drivers Abstract

•	 Strong  interpersonal  and  
communication  skills  with  a  positive 
manner to staff and general public

•	 The ability to work as a member of a team

•	 Working knowledge of the Municipal 
Government Act and electronic permitting 
systems considered an asset

•	 Maintain positive public relations with 
landowners and developers

•	 Ability to provide phone dispatch for 
Departmental function


