
 

ABOUT THE COMMUNITY 

 

JOB ROLE

 

APPLY TODAY! 

Didsbury is a town of 5,268 located 80 kilometres north of 
Calgary, approximately half-way between Calgary and Red 
Deer and an hour’s drive to the Rockies. Didsbury offers small 
community living with big city amenities just a short drive 
away.  
 
Didsbury is a family-focused community with four schools, a 
hospital, public library, and robust recreational facilities, 
including a newly-renovated 2-surface arena, 5-lane 
swimming pool, 4-sheet curling rink, ball diamonds, skate park 
and numerous playgrounds and pathways. The top industries 
in the community include Agriculture, Construction, Real 
Estate, Professional Services and Transportation. 

 

The Town of Didsbury is currently accepting applications for a 

permanent full-time Planner. Reporting to the Chief 

Administrative Officer and working collaboratively with the 

development officer, this position provides quality and timely 

delivery of planning, subdivision, and development services.  

This position also ensures that decisions are consistent with 

adopted statutory plans and the Land Use Bylaw. 

   

The Planner also researches, writes reports and presents staff 

recommendations to the Municipal Planning Commission 

(MPC) for all subdivisions, complex development applications 

and to Town Council for all planning matters. 

 

Hours:  35 hours per week, Monday to Friday, some evenings will 

be required 

 

Closing date:  4:30 pm, Friday October 14, 2022 

 

If this opportunity is of interest, you are invited to submit a cover 
letter and resume quoting Competition 22-18 to: 

Stefanie Halfyard 
Town of Didsbury, Manager of Human Resources 

Box 790, Didsbury, Alberta, T0M 0W0 
Email: shalfyard@didsbury.ca 

Telephone:  403.335.3391   |   Fax: 403.335.9794 
 

We thank all candidates for their interest, however, only those 
selected for an interview will be contacted 

           Permanent, Full-Time Planner 
 

WHAT THE TOWN OF DIDSBURY IS LOOKING FOR: 
 
KNOWLEDGE AND SKILLS: 

 Understanding of the principles of good Land Use Planning, 
including a good working knowledge of major planning 
documents such as the LUB, MDP and IDP. 

 Strong working knowledge of the Alberta subdivision, 
development and planning process. 

 Strong working knowledge of the Municipal of Government Act 
(MGA) and the principals of sound municipal administration. 

 Excellent interpersonal and communication skills (written, 
verbal and presentation) 

 Excellent problem-solving and analytical skills with the ability to 
effectively deal with high-pressure and challenging situations. 

 Ability to provide strong leadership and direction while 
effectively working with committees, elected officials, 
developers, and the general public. 

 3 – 5 years related municipal experience. 
 

EDUCATION / MEMBERSHIPS: 

 College or University Degree in planning or other related 
field. 

 Membership or eligibility for membership in the Alberta 
Professional Planners Institute (APPI). 
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TOWN OF DIDSBURY 
JOB DESCRIPTION 
 
 

Planner 
 

 

DEPARTMENT:  Strategic Operations  
REPORTS TO:  Chief Administrative Officer 
ESTABLISHED:  September 2022 
REVISED:   

 
 
POSITION SUMMARY 
Under the direction of the Chief Administrative Officer and working collaboratively with the 
development officer, this position provides quality and timely delivery of planning, subdivision, and 
development services and ensures that decision are consistent with adopted statutory plans and the 
Land Use Bylaw.  This position is responsible for researching, writing reports and presenting staff 
recommendations to the Municipal Planning Commission (MPC) for all subdivisions, complex 
development applications and to Town Council for all planning matters.  As well, undertakes and 
oversees public consultation initiatives and special projects. 
 

SUMMARY OF RESPONSIBILITES 
Application for Subdivision and Information Requests 

 Process all subdivision applications and information requests.  Ensures the completion of 
subdivision conditions and facilities the registration of the subdivision and related documents with 
the Land Titles Office. 

 Ensures compliance to statutory plans. 

 Prepares development agreements in conjunctions with Engineering Services, collecting off-site 
levy contributions, letters of insurance, and other items. 

 Lead on street addressing of new subdivisions. 
 
Maintenance of Land Use Bylaw (LUB) and Statutory Plans 

 In conjunction with Development Officer, ensure the LUB is current and functional and reflects 
development and business market needs in accordance with good land use planning. 

 Research and prepare amendments to the LUB, including the preparation of Council reports to 
support amendment applications. 

 Process amendment application request for Statutory Plans. 

 Maintains Statutory Plans, including the Municipal Development Plan, Area Structure plans, and 
Area Re-development Plans.  Ensuring they are current, functional, and effective all while in 
accordance with Council’s strategic planning. 

 
Working with Developers 

 Review and comment on Developer prepared plans for new development and help guide them 
through the approval process. 

 Provide helpful and thoughtful input to developers in planning proposals. 

 Coordinate input from the departments for the benefit of Developers. 

 Support applicants with public consultation and events. 
 
 



 

  Town of Didsbury Page 2 of 2             Job Description – Planner  

 
 
Other  

 Attends Municipal Planning Commissions (MPC), Subdivisions and Development Appeal Board, and 
Council meetings as required. 

 Collaborate with the applicable departments for any and all land use initiatives. 

 Provide advice and input to Development on complex development permit applications. 

 Provide back up to Development during absences. 

 Ensure updates to the website and social media pages are current. 

 Ensures a safe and healthy work environment by complying with the Town of Didsbury health and 
safety policies, standard practices, and programs in keeping with occupational health and safety 
legislation and regulations. 

 Other duties as required. 
 

 

KNOWLEDGE AND SKILLS 
 Understanding of the principles of good Land Use Planning, including a good working knowledge 

of major planning documents such as the LUB, MDP and IDP. 

 Strong working knowledge of the Alberta subdivision, development and planning process. 

 Strong working knowledge of the Municipal of Government Act (MGA) and the principals of sound 
municipal administration. 

 Excellent interpersonal and communication skills (written, verbal and presentation) 

 Excellent problem-solving and analytical skills with the ability to effectively deal with high-pressure 
and challenging situations. 

 Ability to provide strong leadership and direction while effectively working with committees, 
elected officials, developers, and the general public. 

 3 – 5 years related municipal experience. 
 
 

EDUCATION AND EXPERIENCE  
Required 

 College or University Degree in planning or other related field. 

 Membership or eligibility for membership in the Alberta Professional Planners Institute (APPI). 
 

 

POTENTIAL JOB HAZARDS 
 Ergonomics from sitting at a desk for long periods of time.  

 Communicable disease by working with others 
 

Refer to your Health and Safety binder for a more detail list of hazards on the job 
 

 
 
DECLARATION: 
As the present incumbent of this position, I hereby certify that I have read this description and that I 
accept it as being a true representation of the typical duties and level of responsibilities assigned to the 
position of the Planner for the Town of Didsbury. 
 
 
____________________________ _______________________ ___________________ 
Employee Name (Print)   Employee Signature  Date 

 


