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THE ORGANIZATION  CITY OF TRAIL  

The City of Trail, situated on the Columbia River in the West Kootenay region of southern British Columbia, is a 

unique and culturally rich town populated by 8,250 people. It is a special place with affordable real estate,   

outstanding recreational facilities, an abundance of outdoor activities, an active arts and culture community, 

and a variety of service clubs and organizations.  

Trail is centrally located, has a temperate climate and an excellent interior transportation network, including the 

Trail Regional Airport (YZZ) with daily service to Vancouver’s (YVR) South Terminal.  

Trail is also a thriving area for technology and research and development. Trail’s skilled workforce enjoys a   

balanced lifestyle with challenging jobs, and an enviable quality of life. Teck Trail Operations, one of the largest 

fully integrated zinc and lead smelting and refinery complexes in the world, is located in Trail and drives the 

regional economy. Metal Tech Alley, world leaders in metallurgical product development and materials       

science, resides in Trail, and the city is home to the Kootenay Boundary Regional Hospital (KBRH), the largest 

diagnostic and acute care hospital in the West Kootenay region. The province recently invested in a new   

Emergency Department, Pharmacy, and Ambulatory Care. Trail’s exceptional educational facilities   ensure that 

residents can increase their knowledge and develop their skills without the necessity of moving away.  

Trail is a financial, service, and retail centre and has a wide array of shopping options. Trail offers stunning    

natural surroundings, a rich cultural and architectural history and a wealth of opportunities and possibilities. 

Residents are immensely proud of their community, as evidenced by their strong volunteerism. 

For residents and visitors alike, Trail offers outstanding opportunities for living life well and to the fullest. 

 

To learn more, please visit the City of Trail’s website 

https://www.trail.ca/
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THE OPPORTUNITY  CHIEF ADMINISTRATIVE OFFICER 

Reporting directly to Council, the Chief Administrative Officer (“CAO”) is responsible for ensuring that Council 

policies and programs are implemented, providing information, advice and support to Mayor and Council, and 

assisting in the development of policies, programs and strategies at their direction.  The CAO also assumes full 

responsibility for City operations and services, providing direction and reinforcement for corporate values while 

upholding high ethical standards and providing leadership, inspiration and oversight of City staff.  

The CAO will direct the overall planning, coordination, and control of the activities and business affairs of the 

City of Trail, and ensure all corporate objectives, organizational initiatives, and goals are achieved in            

accordance with approved policies and budgeted resources. The CAO will also maintain a focus on timely,  

responsive, and exceptional customer service, guiding the operating methods and procedures of the           

administration such that they are in firm alignment with the core values and objectives of the Council and city. 

The CAO attends all Council meetings, and provides frequent guidance, advice, and updates to the Council on 

all aspects of the City’s operations.  By providing effective strategic leadership and responsible management to 

all City staff, the CAO will ensure thorough community engagement, economic development, fiscal  

accountability, and an open and transparent atmosphere of collaboration throughout the City of Trail.  
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Key Responsibilities 

Provides information, advice and support to Mayor 

and Council 

• Provide advice and guidance to City Council on 

identified issues including ongoing briefings and 

meetings held on scheduled and as-needed   

basis; provide advice to Mayor and Council on 

potential areas of conflict/pecuniary issues;  

• Ensure that relevant training and orientation  

programs are in place for Council members; 

• Identify concerns of the Mayor; address mayoral 

expectations, needs and issues; 

• Guide policy and procedure development,      

implementation and adherence. 

Leadership of the administrative team 

• Provide ongoing, consistent leadership to the 

senior management team and through them to 

the full administration; 

• Determine appropriate organizational structure; 

delegate and empower within reasonable limits 

and that ensure the corporation has appropriate 

succession plans; 

• Provide inspiration and modeling of a desire to 

be the best to staff; maximize the talents of   

others by ensuring adequate training, mentoring 

and coaching; determine appropriate            

performance indicators, recognize and celebrate 

good performance results, and deal with poor 

performance issues fairly and promptly; 

• Responsible for providing ongoing oversight to 

corporate performance including regular        

reporting to Council.  

Fiscal Management 

• Ensure the development of a comprehensive, 

inclusive and transparent process of business 

planning and budgeting; 

• Provide Council with accurate, comprehensive 

advice on the current status of the fiscal        

condition of the City; 

• Ensure Council provides guidance to              

administration in developing plans / budgets; 

• Ensure appropriate financial controls and audits 

are utilized; advise Council on the status of any 

changes required by the external auditor, acting  

promptly on audit recommendations. 
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Develop and Maintain External Relationships 

• Act as the primary staff liaison with senior level 

Provincial and Federal Government staff; 

• Ensure appropriate mechanisms are in place to 

solicit community input and public engagement; 

• Develop and maintain effective relationships 

based on respect, trust and integrity with the 

community, community leaders, other levels of 

government, First Nations, and the media; 

• Maintain appropriate boundaries assuring equal 

treatment of all stakeholders.  

Development of the Corporate and Community  

Strategic Plans 

• Understand, support and sponsor the City’s    

Vision, Mission and Goals; 

• Provide leadership and guidance in determining 

Council and Corporate level strategic plans, 

goals objectives and annual priorities; 

• Keep up-to-date on emerging issues and       

potential new initiatives with an open mind; 

• Identify and understand broad issues, problems, 

and opportunities and recommend action. 

Uphold the City’s Code of Ethics and personally 

demonstrate the highest level of ethical behaviour 

• Personally demonstrate and foster a workplace 

culture of honesty and respect for others; 

• Encourage and emulate trust and cooperation 

and maintain confidentiality; 

• Ensure that the corporation complies with the 

Community Charter, Local Government Act, and 

other relevant Acts and bylaws; 

• Utilize City resources (financial, human resources 

and other) effectively and efficiently in the best 

interest of the community.  
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Direct Reports 

The following positions currently report to the CAO: 

• Chief Financial Officer (currently vacant) 

• Corporate Administrator 

• Deputy Corporate Administrator 

• Director of Public Works 

• Director of Parks and Recreation 

• Communications and Events Coordinator 

• Deputy Director of Finance 

• Information Systems Coordinator 

• Airport Manager 

Contacts 

The CAO will liaise and coordinate with the following: 

• Trail Mayor and Council 

• Senior Management Team and staff 

• Regional District Board and staff 

• MP’s and MLA’s 

• First Nation communities 

• Community Leaders and Stakeholders 

• Other Municipalities’ staff and elected officials 
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THE PERSON 

The CAO should be a refined leader who is well experienced with the complexities of local government.     

Possessing an inclusive and collaborative leadership style, the individual builds engagement with both staff and 

Council by creating a true team environment, leveraging the considerable expertise and strength that exists 

within the organization.  The CAO should also be decisive, and possess sufficient business acumen and political 

savvy to assist Mayor and Council with complex decisions and guide city staff through challenging initiatives.  

In addition to possessing years of municipal government experience and/or a previous track record of  

executive leadership, the CAO will bring proven success in strategic thinking, business strategy, and change 

management with the Council and the community at large. 
 

Knowledge, Skills, and Abilities 

The ideal candidate will possess the following qualifications and experience: 

Knowledge 

• University degree in an appropriate discipline; 

• Several years of progressive experience at a senior manager level, preferably in the public sector; 

• Sound knowledge of the Community Charter and Local Government Act. 

Skills & Abilities 

• Strong leadership and strategic planning skills, as well as demonstrated business and political acumen; 

• Influencing and motivational skills; extensive experience mediating and resolving conflicts and negotiating 

complex matters; commitment to lifelong learning and knowledge development; 

• Strong written and oral communication skills. 
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Competencies and Personal Characteristics 

Leadership - Achieves desired organizational results 

by encouraging and supporting the contribution of 

others; a proactive and positive team player who acts 

with a sense of urgency and leads by example; sets 

and communicates clear goals. 

Accountable – Holds self and others accountable for 

responsibilities; focuses on results and measuring  

attainment of outcomes in a business focus. 

Strategic – Develops a plan in support of               

organizational strategic direction. Demonstrates an 

understanding of the link between one’s job          

responsibilities and overall organizational goals. 

Integrity and Honesty – Demonstrates a resolute 

commitment to and respect for the spirit behind the 

rules and core values of the organization, setting an 

example of professionalism and ethical propriety. 

Influential and Collaborative – Has an open and   

consistent approach to working with others and   

possesses strong interpersonal skills, with the ability 

to build relationships and develop/maintain partner-

ships, obtaining stakeholder agreement. 

Creativity and Innovation – Develops new insights 

into situations; questions conventional approaches; 

encourages new ideas; designs and implements new 

or cutting edge programs/ processes 

Effective Working Relationships – Treats colleagues, 

and stakeholders with respect; resolves conflicts in a 

timely manner, negotiates effectively, and provides 

effective feedback to colleagues/employees. 

Communication – Clearly presents written and verbal  

information; writes with clarity and purpose;        

communicates effectively in both positive and      

negative circumstances; listens well. 

People Development – Fosters the development of 

others through coaching, managing performance 

and mentoring; has a genuine desire to develop   

others and help them succeed; formally and          

informally recognizes deserving staff and colleagues. 

Citizen Focused – Anticipates and attends to the 

needs of internal and external stakeholders; keeps the 

citizens’ interests in the forefront. 



COMPENSATION 

A competitive compensation package will be provided including an attractive base salary and excellent benefits.  

Further details will be discussed in a personal interview.  

 

FOR INFORMATION PLEASE CONTACT: 

Leo McPeak or Greg Longster 

LEADERS INTERNATIONAL EXECUTIVE SEARCH 

#880—609 Granville Street 

Vancouver, BC    V7Y 1G5 

Phone: (604) 688-8422 

Email: vancouver@leadersinternational.com 

mailto:vancouver@leadersinternational.com

