
CORPORATE SERVICES DEPARTMENT – MUNICIPAL/TOWN CLERK 
Term PosiƟon – 12 – 15 Months – Maternity Leave 
TOWN of LUNENBURG, Nova ScoƟa 
 
Located on Nova ScoƟa’s South Shore, the Town of Lunenburg is a diverse and vibrant community 
of 2,300 + year- round residents with numerous seasonal residents. Lunenburg is a coastal town 
offering a mulƟtude of cultural and recreaƟonal opportuniƟes which support a quality of lifestyle 
and is within a short driving distance of Halifax and Stanfield InternaƟonal Airport. Lunenburg 
maintains a diverse balance of iniƟaƟves that focus on community, environment development, 
and providing quality municipal services to the community. Lunenburg Town Council and Staff are 
commiƩed to ensuring residents, business owners and visitors fully enjoy the best of Lunenburg, 
a UNESCO World Heritage Site. 
 
The Municipal/Town Clerk posiƟon will fulfill the statutory duƟes in accordance with the 
Municipal Act and other Acts and RegulaƟons, oversee the preparaƟon of Council and CommiƩee 
agendas and the recording of resoluƟons and by-laws and/or acƟviƟes held at Council meeƟngs, 
maintenance of corporate records and is the Municipal Freedom of InformaƟon and ProtecƟon of 
Privacy Act coordinator. 
 
KEY RESPONSIBILITIES: 
Council Secretariat- Provincial logisƟcal and procedural support, expert advice and guidance to 
Council and liaisons of Agencies and Boards, schedule council meeƟngs and prepare meeƟng 
materials including agendas, correspondence and resoluƟons ensuring accuracy and integrity. 
Records Management – Ensure the Town’s Record RetenƟon By-Law complies with all applicable 
legislaƟon. 
Municipal Freedom of InformaƟon and ProtecƟon of Privacy Act – Administer the Town’s 
responsibiliƟes under the legislaƟon. 
DirecƟng administraƟve staff. 
Corporate Policies and By-Laws – DraŌ corporate policies and by-laws and provide guidance on 
their interpretaƟon and applicaƟon. 
 
EXPERIENCE, EDUCATION, SKILLS, AND ABILITIES: 

 Diploma or degree in PoliƟcal Science, Public AdministraƟon or Business AdministraƟon, 
Law or related field, or an equivalent combinaƟon of educaƟon and experience. 

 Ten years of progressively responsible experience in a Municipal Clerk’s Department. 
 Demonstrated knowledge of local government structure and systems and relevant issues 

affecƟng local government. 
 Ability to work as part of the management team to achieve broad corporate goals under 

the direcƟon of the Chief AdministraƟve Officer. 
 Must possess the ability to preserve the integrity of confidenƟal maƩers and act with tact 

and discreƟon as appropriate. 
 Acts as a resource to Council, advising on Council procedures and the duƟes and 

responsibiliƟes of Council members. 



 Prepares and presents resoluƟons, by-laws, and reports to Council as directed, required 
to: AƩend Council meeƟngs. 

 Assists the public with maƩers dealing with the posiƟon of the Clerk, Acts as 
Commissioner of Oaths. CerƟfies true copies of municipal documents. 

 Ensures Town website informaƟon for Clerk’s department is updated and current. 
 Develops policies and procedures related to the responsibiliƟes of the posiƟon and assists 

the Council and the CAO in developing Town policies and procedures. 
 Excellent computer skills, including knowledge of agenda and minute preparaƟon 

soŌware, MicrosoŌ office soŌware, and other related soŌware packages with a keen 
sense of uses/opportuniƟes for technology in municipal environment. 

 Excellent verbal and wriƩen communicaƟon skills to prepare repots, presentaƟons to 
Council and provide policy advice. 

 Excellent research, analysis, and policy development skills. 
 ExcepƟonal organizaƟonal, planning, Ɵme management skills, and the ability to balance 

diverse, changing, and conflicƟng prioriƟes. 
 Ability to demonstrate tact, discreƟon in handling maƩers of confidenƟal or poliƟcally 

sensiƟve nature and to maintain confidenƟality. 
 Thorough working knowledge of municipal operaƟons, Council secretariat funcƟons, and 

rules of procedure for meeƟngs etc. 
 Performs such other duƟes as assigned by the Chief AdministraƟve Officer or Council that 

are associated with the primary responsibiliƟes of the posiƟon. 
 
This is a Term PosiƟon with twenty-eight (28) hours to thirty -five (35) hours per week on site 
posiƟon, based at Town Hall. You will be required to have a Class 5 Drivers License with a clean 
abstract, and RCMP Vulnerable Sector check will be required. 
 
We Offer: $75,500.00 - $86,200.00 for this Term posiƟon based on experience and qualificaƟons. 
 
                                           Closing Date: Friday, November 10, 2026 AT 
                                      Please send Cover LeƩer and Resume in confidence to: 
                                                    Email: HR@townoflunenburg.ca 
                                            With Municipal/Town Clerk in the subject line. 
 
                                   All Candidates must be legally eligible to work in Canada. 
 
The Town of Lunenburg is commiƩed to the fundamental principles of Equal Employment 
Opportunity and in accordance with the Nova ScoƟa Human Rights Act and Accessibility Act. 
 
                                                                    CHECK US OUT! 
                                                                www.townoflunenburg.ca 
 
 


