
City of Kenora 
Development Services Department 
Special Projects & Research Officer 

Full Time External Job Posting 
Kenora is a City of choice, renowned as a sustainable, lifestyle community supported by a Municipality 

committed to excellence. 
The employees of the City of Kenora deliver quality, cost-effective Municipal services. As a team of valued 

employees, taking pride and ownership in all that we do, we will exceed expectations. 

Kenora is North America's premier boating destination, located adjacent to beautiful  
Lake of the Woods and its 14,522 islands. It has just under 16,000 year-round residents,  
and the spectacular scenery and outdoor recreation opportunities attract hundreds of 
thousands of visitors to the community every summer. Kenora is a Northwestern Ontario city 
located near the border of Manitoba. Situated on Lake of the Woods, Kenora attracts outdoor 
lovers and cottage goers alike, and offers many activities in both the summer and winter 
months. The city is home to numerous schools and community colleges offering both college 
and university courses. 

Reporting to the Development Services Strategist, the Special Projects & Research Officer will 
lead and conduct corporate programs, projects and initiatives that support corporate 
organizational goals and develop and maintain effective working relationships with the CAO, 
senior leadership team, internal and external partners. Provides confidential administrative 
support to the CAO; liaises with staff, Council and the public. Provides consultation, expertise 
and support to management and other staff regarding reviews to evaluate the efficiency and 
effectiveness of departmental practices and standards. Facilitates and leads project meetings 
and conducts schedule review meetings to develop a true critical path for the project. 
Researches and assists with the development and implementation of departmental strategies, 
tools, administrative directives based on best practices for continuous improvement. Acts as 
project manager creating goals, objectives, work plans and working groups, ensuring all 
stakeholders are represented.    

The ideal candidate will have demonstrable strength of character, possess a Degree or 
Diploma in Business, Public Administration or Economic Development, although consideration 
may be given to another professional degree; Combined with a minimum of three (3) years’ 
experience in strategic and business planning, or policy analysis; minimum of three (3) years’ 
in a municipal environment would be considered an asset. Project management or business 
process improvement certification would be considered an asset; Strong communication 
(written, oral and interpersonal), analytical, report-writing, problem-solving, presentation, 
public relation, strategic planning, organizational, and project / time management. Proficiency 
in computers, peripherals and software used in administrative environments. Demonstrated 
research, analytical, evaluation and problem-solving skills to identify trends and best practices 
and develop and recommend solutions. Demonstrated organizational awareness in the 
application of policies, standards, guidelines, priorities and direction to ensure organizational 
objectives are considered in the development of program approaches; Political acuity to 
recognize and take into account sensitive political situations and develop appropriate 
responses / recommendations. 

For a full job description please contact Human Resources. 

All applicants must be able to pass a City of Kenora pre-employment health evaluation and  
a criminal reference check. Qualified applicants must forward a completed City of Kenora 
Application form, which can be found at www.kenora.ca, along with a cover letter, and 

current resume no later than 12:00 p.m. Noon, July 5th, 2019 to; 

Human Resources | City of Kenora 
1 Main St. S, Kenora, ON P9N 3X2 

Fax: 807-467-2150 | Email: hr@kenora.ca 

The City of Kenora is an Equal Opportunity Employer. 
Please be advised, the City of Kenora may use email to communicate with  
applicants for open job competitions. Please provide an up-to-date email,  

which is checked regularly, with your application. 
Personal information is collected under the authority of the Municipal Act, and is used  

solely for the purpose determination of eligibility for employment with the City of Kenora. 
Only those that submit full documentation will be considered for an interview.  

The documentation submitted must provide concrete examples that illustrate how they  
meet the education and experience factors listed in the Qualifications. 

We wish to thank all applicants but advise that only those selected  
for an interview will be further contacted. 

Accommodations are available for all parts of the recruitment process.  
Applicants need to make their needs known in advance. 

http://www.kenora.ca/
mailto:hr@kenora.ca

