
CAO Job Posting       
The Village of Hughenden Council invites applications for the position of Chief Administrative 
Officer (CAO). The CAO reports directly to Council and will work collaboratively to implement the 
objectives, policies and programs approved by Council and in accordance with the Municipal 
Government Act, the Village’s bylaws, and all other applicable legislation. The position requires a 
multi-tasking individual who can maintain a high level of efficiency and productivity and make 
decisions in a timely manner. 

The CAO embraces the community and welcomes the objective of growing and developing the 
municipality and region along with its partners. 

The ideal candidate will posses the following attributes: 

 Demonstrated high standard of ethics, integrity, respect, accountability and upholding the 
public interest. 

 Proven interpersonal and exceptional communication skills, including negotiations and 
conflict resolution. 

 Ability to listen to diverse perspectives and viewpoints, be open to new ideas and 
approaches and integrate these into tangible solutions. 

 Demonstrated knowledge of the Municipal Government Act. 
 Demonstrates tact and discretion in preparing, disclosing, and handling information of a 

confidential and sensitive nature. 
 Exceptional interpersonal skills, an ability to build high functioning teams and passionate 

about providing excellent front facing customer service to the community as a whole. 
 Critical thinker with innovative solutions to issues, strong analysis and creative problem 

solving and the ability to exercise sound judgment to make timely decisions based on 
evidence. 

 Ability to influence and achieve collaboration in joint regional municipal operational and 
capital initiatives with municipal partners. 

 Knowledge of Muniware or comparable municipal program. The CAO is responsible for 
preparing and managing the municipal budgets, payroll, and tax processing, etc. 

What we offer: 

 Hughenden is a Village of approximately 250 residents located in East Central Alberta, 
which boasts a Gr 4-12 school, grocery store and several local businesses. 

 We have many thriving local organizations including a Golf Course, Lion’s Club, Ag 
Society, Minor Hockey, Public Library, and several local churches. 

 The Village offers a competitive salary based on qualifications, an exceptional benefits 
plan, pension plan and bi-monthly pay. 

 This is a full time position at 32 hrs/week, set hours can be negotiated. 

Qualified candidates are requested to submit a cover letter, and detailed resume outlining their 
experience. Closing date, February 15, 2023. 

Village of Hughenden 

Shelby Gill, Mayor 

Box 26, Hughenden, AB T0B 2E0 

shelbydgill@gmail.com 


