SMITHS FALLS

Julil,  RISE AT THE FALLS

EMPLOYMENT OPPORTUNITY

DEPUTY TREASURER
RECRUITMENT 2025-CORP-44

The Town of Smiths Falls is a vibrant, progressive single-tier municipality with a population of
10,000. One of Eastern Ontario’s most scenic communities, we are centrally located within an
hour of Ottawa, Kingston, Brockville and the US Border. The Town provides high quality and
affordable life for its residents and is nestled in between prime water frontage along the Rideau
Canal — a UNESCO World Heritage site and has many beautiful heritage buildings and
recreational facilities.

The Town of Smiths Falls is seeking a motivated and organized team member for the
position of Deputy Treasurer. Reporting to the Director of Corporate Services/Treasurer,
this position is responsible for the administration of financial services, programs, policies, and
procedures for the Corporation of the Town of Smiths Falls fulfilling all statutory requirements
of the Deputy Treasurer as outlined in the Municipal Act, 2001.

Key Duties and Responsibilities:

e Perform the statutory duties of the Director of Corporate Services/Treasurer (in their
absence)

e Assist in administering the financial affairs of the municipality on behalf of and under the

direction of the Treasurer.

Prepare corporate and departmental Financial Reports

Assist in the co-ordination and preparation of the annual Budget.

Provide financial guidance and advice to Department Directors and staff.

Provide supervision, guidance and leadership to financial staff of the department,

including staff scheduling.

Skills and Qualifications:
e Minimum Education: Post -Secondary degree/diploma in Accounting, Finance,
Economics, Business Administration or related field.

e Minimum Experience: 3 years in municipal finance position
e High computer literacy
e Strong communication skills
e Desirable: recognized accounting designation or enrolment in the CPA program.
Position Type: Full-time, Permanent
Hours of Work: 35 hours per week (Monday to Friday; 8:30 a.m. to 4:30 p.m.)
Location: In Office, Town Hall, 77 Beckwith St. North
What we Offer:
Wages: Hourly Rate Band K ($49.53-$57.59)
Benefits: A comprehensive benefit package, wellness plan, employee assistance

program and enrolment into the Ontario Municipal Employers
Retirement System (OMERS).

How to Apply:

Qualified applicants are invited to submit their resume and cover letter quoting recruitment
number 2025-CORP-44 by Friday November 21, 2025 at 4:00 p.m., to Nadine Bennett,
Human Resources Advisor, Town of Smiths Falls, P.O. Box 695, 77 Beckwith Street North,
Smiths Falls, Ontario, K7A 4T6 or via email at careers@smithsfalls.ca

It is preferred that emailed applications be submitted in one file preferable in MSWord or
Adobe format.

The Town of Smiths Falls is an equal opportunity employer, committed to ensuring all candidates are able to participate
in the interview process fully and equally. If contacted for employment, please let us know if you require any
accommodations to ensure you can participate fully and equally during the recruitment and selection process. We thank
all applicants for their interest and only those selected for an interview will be contacted.

Personal information collected from applications is collected under the authority of the Municipal Freedom of Information
and Protection of Privacy Act, and will be used to determine qualifications for employment. Questions about the
collection of Information should be directed to the Clerk at the address indicated above.
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SMITHS FALLS
TOWN OF SMITHS FALLS

JOB DESCRIPTION

POSITION: Deputy Treasurer

DEPARTMENT: Corporate Services

EMPLOYEE GROUP: Non-Union

PAY GRID: K

SUPERVISOR: Director of Corporate Services/Treasurer
REVISION DATE: October, 2025

POSITION SUMMARY AND SCOPE: Reporting to the Director of Corporate
Services/Treasurer, this position is responsible for the administration of financial services,
programs, policies and procedures for the Corporation of the Town of Smiths Falls
fulfilling all statutory requirements of the Deputy Treasurer as outlined in the Municipal
Act, 2001 and performs the duties of the Treasurer in their absence. The Deputy
Treasurer prepares corporate and departmental Financial Reports, assists in the co-
ordination and preparation of the annual audit and budget, provides financial guidance
and advice to Department Directors and staff. The Deputy Treasurer provides
supervision and guidance to financial staff of the department.

DUTIES AND RESPONSIBILITIES:

Perform the statutory duties of the Deputy Treasurer, as well as of the Director of
Corporate Services/Treasurer (in their absence).

Assist in administering the financial affairs of the municipality on behalf of and
under the direction of the Treasurer.

Ensure that accounting practices and internal controls are implemented in
compliance with Provincial guidelines, PSAB, etc.

Assists with overseeing the annual audit and coordinates with the auditor for
yearly and interim audits by ensuring that all necessary information and
documents are available.

Provides supervision, guidance, direction, and leadership to staff in the Finance
Division, including staff scheduling.

Responsible for establishing/amending business processes, system
enhancements and efficiencies.

Responsible for hiring and conducting performance reviews of Finance Division
staff.

Assist with regularly creating, reviewing, analysing, and modifying all internal
departmental policies and procedures.

Develops and provides required training for all staff in the areas of budget and
financial reporting.

Research and develop reports and by-laws for Council as requested by the
Treasurer.

Responsible for the corporate credit card program.



Responsible for reviewing and determining the permissions of users of the
municipal Financial Software.

Oversee administration of Town grants, including application submission,
overseeing reporting and tracking for year end reporting.

Other duties as assigned.

EDUCATIONAL REQUIREMENTS AND EXPERIENCE:

Minimum Education: Post-Secondary degree/diploma in Accounting, Finance,
Economics, Business Administration or related field.

Minimum Experience: 3 years in municipal finance position

High computer literacy

Strong communication skills

Desirable: recognized accounting designation or enrolment in the CPA program.
Completion of the AMCTO designation.

SKILLS AND COMPETENCIES:

Experience in municipal policy development with a good working knowledge of
relevant Ontario legislation.

Thorough working knowledge of the Municipal Act, investment, and debt
management,

Provincial/Federal funding programs, property taxation, auditing principles and
practices and other related legislation or regulations.

Demonstrated knowledge of all legislation and regulations pertinent to the financial
function as well as an understanding of policies and legislation affecting municipal
government including knowledge of Public Sector Accounting Board Standards.
Strong financial and business management skills and effective problem-solving
skills.

Strong analytical skills ensuring accuracy with large volume and diversity of work,
ability to model financial data, planning and forecasting skills.

Advanced knowledge of accounts payable/receivable, procurement procedures,
capital asset accounting and general ledger administration.

Working knowledge of local government functions and responsibilities, municipal
finance, investment and debt management, and budgeting.

Demonstrated attention to detail, ensuring accuracy with large volume and
diversity of work.

Demonstrate excellence in customer service by providing clear expectations to
staff and adhering to the standards. Show leadership and guidance with regard to
a strong customer service ethic to staff and customers.

Strong public engagement skills.

Demonstrated leadership skills and management skills.

Demonstrated flexibility and organizational skills in dealing effectively with shifting
priorities, based on urgency and importance.

Excellent interpersonal, organizational, communication, research, and time
management sKkills.

Advanced computer proficiency including thorough knowledge of Microsoft Office,
spreadsheets and database management, and the ability to work through the



complexities of data upload, data extraction and preparing complex reports.
Knowledge of Asyst software is an asset.

Demonstrated ability to manage multiple projects and timelines.

Demonstrate political acumen and the ability to demonstrate tact and discretion in
handling matters of a confidential or politically sensitive nature and to maintain
confidentiality.

Ability to work effectively at fostering good rapport and cooperative business and working
relationships; to resolve conflicts, negotiate, mediate, facilitate and present complex
financial information to Council, ratepayers, the general public, a wide variety of
stakeholders and fellow employees.

WORKING CONDITIONS:

This position will be scheduled to work 35 regular hours/week in an office environment.
On occasion some after hour work may be required to complete special projects or
requests. Any work to be completed in addition to the regular work week must adhere
to the provisions included in the Employment By-law.

SAFETY:

All employees must follow the Town’s Health and Safety Policy and comply with the
Occupational Health and Safety Act.

WORKING RELATIONSHIPS:

INTERNAL CAO, Department Heads, Support Staff,
Members of Council, Members of Boards
and Committees

EXTERNAL General Public, Vendors and Suppliers,
Auditors, Stakeholders
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