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Job Description – Contract By-law Enforcement Officer
July 2026
[bookmark: Municipality_of_Brockton][bookmark: Task_List]Summary: The Contract By-law Enforcement Officer is responsible for supporting the administration, investigation, enforcement, and compliance of municipal by-laws within the Municipality of Arran-Elderslie. 
The position responds to complaints and inquiries, conducts patrols and inspections, works to obtain voluntary compliance where appropriate, prepares notices, orders, correspondence and enforcement documentation, and supports Provincial Offences Act, parking, animal control and property standards processes as required. The position requires sound judgment, tact, accurate record keeping, and professional interaction with residents, businesses, contractors, agencies, staff and members of the public.
Class: Contract, part-time; approximately 24 hours per week from May-October depending on demand, including days, evenings and weekends. From November to April, approximately 14 hours per week.
Department: Building and Planning / Clerks Department
Reports To: Manager of Building and Planning
Supervises: N/A

By-law Enforcement and Compliance
1. Investigate, respond to, and resolve complaints related to municipal by-laws, including but not limited to property standards, tidy yards, parking, noise, and animal control. 
2. Conduct complaint-based patrols throughout the Municipality to monitor compliance with municipal by-laws and
Identify potential public safety hazards. 
3. Review municipal by-laws, relevant legislation, policies and procedures when investigating complaints and determining appropriate compliance or enforcement action. 
4. Educate residents, businesses, property owners and other interested parties on municipal by-law requirements and promote voluntary compliance where appropriate. 
5. Prepare, issue, serve, file and track warnings, compliance notices, notices of violation, orders to comply, parking infraction notices, Provincial Offence Notices, summonses, correspondence and other enforcement documents as required. 
6. Follow up on investigations and enforcement matters to confirm compliance, document outcomes, and determine whether further action is required. 
7. Initiate or support legal, remedial or enforcement action where compliance is not achieved, in consultation with the CAO or designate. 

Animal Control and Property Standards 
8. Respond to animal control matters as assigned, including complaints relating to dogs running at large, dog licensing, dog bites, vicious dogs, and other animal-related by-law matters. 
9. Coordinate with municipal pound, public agencies, police, public health, and other service providers as required. 
10. Enforce the Municipality’s Property Standards By-law and Tidy Yards, including inspections, issuance of orders, follow-up inspections, file documentation, and attendance before the Property Standards Committee or court where required. 
11. Maintain professional, safe and humane practices when responding to animal control matters and when dealing with properties, owners, occupants and the public. 

Administration, Records and Court Support 
12. Maintain complete, accurate and defensible records, including investigation notes, photographs, evidence, correspondence, orders, notices, file updates and enforcement history. 
13. Create, organize, update and close by-law enforcement files in accordance with municipal records management practices, privacy requirements, and applicable legislation. 
14. Prepare documentation for court, hearings or enforcement proceedings, including prosecution briefs, witness notes, evidence packages, summonses and related materials as required. 
15. Attend court, hearings, meetings or proceedings to provide evidence or information related to investigations, notices, orders or charges as required. 
16. Prepare reports, statistics, correspondence and updates related to by-law enforcement activities, trends and outcomes as requested. 
17. Assist with the review, development or amendment of municipal by-laws, policies, procedures and enforcement practices as requested. 

Customer Service and Public Relations 
1. Respond to telephone, written, electronic and in-person inquiries in a courteous, consistent and professional manner. 
2. Gather complaint details, provide information on municipal by-laws and procedures, and explain compliance expectations clearly and respectfully. 
3. Exercise sound judgment, diplomacy, discretion and conflict resolution skills when dealing with difficult, upset or confrontational individuals. 
4. Promote high standards of customer service while maintaining impartiality, confidentiality and the integrity of the enforcement process. 

Health, Safety and Other Duties 
5. Comply with the Occupational Health and Safety Act, municipal policies and procedures, and any applicable safe work practices or guidelines. 
6. Use required personal protective equipment and maintain a professional appearance while performing duties on behalf of the Municipality. 
7. Attend training, seminars, workshops or courses to maintain knowledge of by-law enforcement practices, legislation, procedures and related municipal matters. 
8. Perform other duties as assigned by the Manager of Building and Planning or designate that are consistent with the role. 

Education/Experience/Skills 
9. Secondary school diploma required. Post-secondary education in law enforcement, police foundations, justice studies, public administration, municipal law enforcement or a related field is considered an asset. 
10. Previous municipal by-law enforcement, law enforcement, security, animal control, property standards, parking enforcement, municipal administration, or related experience is preferred. 
11. Municipal Law Enforcement Officer certification through the Municipal Law Enforcement Officers’ Association of Ontario is considered an asset. 
12. Certification as a Property Standards Officer through the Ontario Association of Property Standards Officers, or willingness to obtain certification, is considered an asset. 
13. Knowledge of municipal government, municipal by-laws, property standards, parking enforcement, animal control, the Provincial Offences Act, Municipal Act, MFIPPA, and related legislation is considered an asset. 
14. Strong written communication skills, including the ability to prepare clear notes, notices, orders, correspondence, reports and court documentation. 
15. Excellent interpersonal, public relations, judgment, tact, diplomacy, negotiation and conflict resolution skills. 
16. Ability to work independently, manage competing priorities, maintain confidentiality, and exercise discretion in sensitive or contentious matters. 
17. Strong computer skills, including Microsoft Office and Outlook, 
18. Valid Class G driver’s licence in good standing and access to a reliable vehicle for municipal business, if required. 
19. Satisfactory Criminal Record Check and driving abstract, if required by the Municipality. 

Physical Effort and Working Conditions 
20. Work is performed in both office and outdoor environments throughout the Municipality. 
21. Hours of work are variable and will be scheduled based on operational demand. The majority of hours will occur during regular business hours; however, occasional evening and weekend work may be required for urgent enforcement matters, OPP requests, and seasonal parking enforcement. 
22. The position is anticipated to average approximately 24 hours per week, with approximately 14 hours per week from November to April.
23. The position may involve regular driving, walking, standing, site inspections, outdoor work, and exposure to changing weather conditions. 
24. The position may require walking on uneven ground, climbing stairs, bending, kneeling, and occasional lifting or handling of materials or equipment related to inspections or enforcement duties. 
25. The position may involve interaction with difficult or upset individuals and requires the ability to remain calm, professional and objective. 
26. The position may involve exposure to animals, unsanitary property conditions, public complaints, traffic, outdoor hazards, and other enforcement-related risks. 
27. Accurate documentation and attention to detail are required, as errors may affect enforcement outcomes, legal proceedings, public confidence, or municipal credibility. 
28. Frequent interruptions, changing priorities, deadlines and the need to respond to complaints or urgent matters are expected. 
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