
        CMO Submit Form – November 2015 

INSTRUCTIONS FOR COMPLETING THE CMO SUBMISSION FORM 

 

The CMO Competency Framework is the basis for the CMO Submission.  The Submission Requirements outlines the competencies, sub‐
competencies, behavioural indicators and required outputs. 

For example: 
Competency A  

Municipal Operations 

Sub‐competency A.1   
Implementation and Administration of Legislation 

Behavioural Indicator 
A.1.1   Maintain working knowledge of current, legislation, statutes, administrative regulations; research, interpret and incorporate current or 
pending legislation as part of job performance. 

Required Output:    

A.1.1 Explain, support and demonstrate how you interpreted and incorporated current or pending legislation that is relevant to your organization.  
What was the required action, including any recommendations you made? (i.e. by‐law, policy, report) 

Candidate Response: 
Complete the Candidate Response section including identification of your evidence (name and page number in your submission) Link the evidence 
document to the page where it is located. For example:  Evidence:  By‐Law Page 24 

For each of the 8 competencies there are a series of sub‐competencies and behavioural indicators.  

 All sub‐competencies and behavioural indicators must be demonstrated.   
 Each behavioral indicator has a required output that must be demonstrated.   

 
Where written documentation is required, the written documentation must be actual evidence of your own work with your role clearly noted.   

 Advocate endorsements are not allowed unless noted in a particular section.   
 Anecdotal evidence is not accepted – applied evidence is required. 

 
Where education is referenced in your submission, you must demonstrate how you have applied the learning on the job with specific examples, 
unless noted otherwise. 
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A single piece of evidence or supporting documentation may only be used a maximum of three (3) times unless noted otherwise in the Required 
Output. 

Grammar and spelling do count – please ensure your submission is proofread and spell‐checked. 

Please complete the Candidate Response and Supporting Documentation box for all behaviours/required outputs.  If any boxes 
are left blank or you note ‘see above etc.”, your application will be returned to you without review. 
 

 

Do not enter information in the FOR OFFICE USE ONLY BOXES – These boxes are for the AMP Review Team use only. 
 

 

Your response to the required output should be self‐sufficient. 

Written documentation is supportive evidence to the Candidate response. 

Complete your Submission using the prescribed Submission Forms.   

 Submission Forms must be complete and not modified in any way or your Submission will be returned without review.  
 Submissions may be electronic OR hard copy.   

o Electronic submissions must be in a PDF format, bookmarked with links to supporting documentation.   
o Send electronic submissions by email to accreditation@amcto.com, uploaded to Drop Box or on a flash drive by mail to: AMCTO, 

Accreditation, 2680 Skymark Avenue, Suite 610, Mississauga, Ontario   L5W 4L6 
 

 Hard copy submissions will be accepted by mail to AMCTO in no larger than a soft sided, maximum two inch (2”) (8 ½” x 11”) binder (3 
copies + 1 original). 

 
Send your Submission to AMCTO together with payment using the completed AMP Application Fee Form.     

 AMCTO will acknowledge receipt of your Submission and provide a payment receipt.   
 At the time of Submission you will need to identify and provide proof for any exemptions you are claiming.  AMCTO will confirm whether 

you are eligible for the exemption.   
 

Questions??  Contact accreditation@amcto.com 
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CMO SUBMISSION FORM 

 

A:   MUNICIPAL OPERATIONS ‐ Operations relating to local government administration. 

A.1  Implementation and Administration of Legislation  
 Knowledge of the legal framework within which a municipality must operate including statutes, administrative regulations and legislation; implementation 

and enforcement as required by law. 
 

Behavioural Indicator  Required Output 
A.1.1  Maintain working knowledge of current legislation, statutes, 
administrative regulations; research, interpret and incorporate 
current or pending legislation as part of job performance. 

Explain, support and demonstrate how you interpreted and incorporated current or 
pending legislation that is relevant to your organization.  What was the required action, 
including any recommendations you made? (i.e. by‐law, policy, report). 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� References a current or upcoming piece of legislation relevant to 

the workplace which required action. 
� Explains how they interpreted the relevance and application of 

the legislation for the workplace recommendations were made 
as a result. 

� Provides written documentation of recommendations given (i.e. 
By‐law, policy, report) 
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Behavioural Indicator  Required Output 
A.1.2   Communicate to staff, council and/or the 
public, information relevant to the legislative 
environment. 

Provide written documentation of your communication to staff, public or municipal professionals about 
the application, impact and consequences of new or pending legislation. 

Candidate Response  
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
A.1.2 
 
 
 
 

� Provides written evidence of 
communication of the application, 
impact and consequences of new 
legislation. 

� Identifies the intended audience of 
the communication. (I.e. Staff, 
council, public. 

 

 
 

A.2  Policy Development  

 The process of identifying policies and procedures as required by law or statute.  In addition, to identify issues that may be addressed by a policy which will 
provide direction for municipal operations and administration of the municipality. 

 
Behavioural Indicator  Required Output 
A.2.1   Identify policy/procedure with reference 
to relevant legislation and/or the rationale 
behind development of said policy/procedure. 

Provide an example of a policy or procedure you identified as needed because of specific legislation. 
Support this through documentation. 

Candidate Response  
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� Identifies a policy or procedure needed as a 

result of current or upcoming legislation. 
� Provides evidence of written communication 

of the need for the policy or procedure. Why, 
what legislation? 

 

TEMPLATE ONLY - DO NOT COPY



        CMO Submit Form – November 2015 

 
 
 
 
Behavioural Indicator  Required Output 
A.2.2   Interpret legislation when developing 
policy or procedure. 

Using an example of specific legislation, explain the process you followed to interpret the legislation in 
order to develop the policy or procedure provided in A.2.1. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� Using a written example, outlines the process 

followed to interpret the legislation to 
develop the policy or procedure outlined in 
A.2.1 
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B:  COMMUNICATION ‐ Facilitating the flow of ideas, information and understanding between and among individuals and advocating effectively in the 
community interest. 
B.1  Report Writing and Presentation Skills 
 Effectively express ideas and information through oral and written communication. 

Behavioural Indicator  Required Output 

B.1.1   Prepare concise reports and/or briefings 
for organized and purposeful presentations. 

Using an example, explain how you positioned a report/briefing or presentation in response to a specific 
situation or audience. Support this through documentation. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� Provides a written example of a report, 

briefing or presentation or other relevant 
document they prepared. 

� Explains how the report, briefing or 
presentation was positioned and why. 

 

 

 

Behavioural Indicator  Required Output 

B.1.2   Convey information in a clear, confident 
and succinct manner. 

Using an example, explain how you have conveyed complex information in a concise, succinct manner to a 
targeted audience.  Support this through documentation. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� Provides an explanation and written 

documentation to demonstrate conveyance 
of complex information in a concise, clear 
manner to a specified audience. 

 

 

TEMPLATE ONLY - DO NOT COPY



        CMO Submit Form – November 2015 

Behavioural Indicator  Required Output 

B.1.3  Compel others to see different 
perspectives through persuasive arguments. 

Using a scenario where you had to compel others to see a different perspective through a persuasive 
argument, explain what was done, how it was executed and the end result. Support this through 
documentation. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� Provides a scenario of a situation where 

others were compelled to see a specific 
perspective. 

� Explains the perspective, argument and 
strategy used to persuade others. 

� Provides written documentation in support. 
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Behavioural Indicator  Required Output 

B.1.4  Demonstrate acuity to incorporate real 
time citizen cues into presentations, discerning 
what is important and what is not important. 

Using an example, explain how you incorporate feedback (i.e. cues, reactions, determine what is 
important, what is not etc.). Support this through documentation. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� Provides a written example of a situation 

where feedback was received, incorporated 
in real time (i.e. who provided, what was the 
feedback) 

� Explains how feedback was received/ 
incorporated. 

� Explains the outcome/result. 
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B.2  Media and Stakeholder Relations 

 Communicating information to the media in a way that increases public understanding of local government issues and activities and builds positive 
relationships. 
 

Behavioural Indicator  Required Output 

B.2.1   Use of established key messaging and 
media relations policy (if available) when acting 
as a spokesperson for the municipality 

Provide an example that explains how you used key messaging to manage your relationship with the media; 
either by following media relations policies, procedures or practices.  Support this through documentation. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� Provides a written example and 

explanation to demonstrate use of key 
messaging and/or media relations policy, 
procedure or practices when acting as a 
spokesperson for the municipality. 
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Behavioural Indicator  Required Output 

B.2.2  Maintain professional interactions with 
media and stakeholders in high stress, crisis or 
conflict situations; political and organizational 
acuity to navigate difficult issues. 

Using an example, describe how you managed a high stress, crisis or conflict situation with the media and/or 
stakeholders. Support this through documentation. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� Provides an example of a high stress, crisis 

or conflict situation. 
� Why was it high stress, crisis or conflict? 
� Explains how professionalism was 

maintained during the response to the 
situation. 

� Explains the result or outcome? 
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B.3  Social Media and Information Technology 

 Websites and applications that enable users to create and share information, ideas, content, personal messages or to participate in social networking. 
Information technology (IT) is a general term that covers all types of technology used to create, store, exchange, and use information in various formats. 

Behavioural Indicator  Required Output 

B.3.1   Use social media and/or information 
technology tools to enhance and support 
communication.   

Using an example, explain how you use social media and/or information technology tools to enhance and 
support communication with stakeholders and the community.  Support this through documentation. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� Provides a written example which shows 

how social media and/or information 
technology tools are integrated into 
communication with stakeholders and/or 
the community. 

� Explains who the stakeholders were, why 
those particular tools were used with this 
stakeholder(s). 
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Behavioural Indicator  Required Output 

B.3.2   Navigate usage of social media and/or 
information technology. 

Using an example, explain how you deal with social media and/or information technology situations not 
covered by policies, (i.e. slander, abuse, harassment, outside influences). Support this through 
documentation. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� Provides an example of a potentially 

difficult public relations situation, 
supported by written documentation. 

� Explains how the situation in the example 
given was navigated. 
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C:  SERVICE DELIVERY ‐ Ensuring that local government services are provided to citizens effectively, efficiently and responsively. 
 
C.1  Delivery of service  
 The process by which services are delivered to internal and external customers including knowledge of the workings, structure and culture of the 

municipality and current political, social and economic issues which affect the municipality. 
Behavioural  Indicator  Required Output 

C.1.1   Maintain knowledge of basic principles 
of service delivery to citizens in a  
range of municipal functional areas 

Explain how you remain current on service delivery approaches and techniques in order to ensure that 
enhanced customer service is always a key objective.  Support this through documentation. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� Explanation is clear and demonstrates 

knowledge of the current basic principles of 
service delivery  

� Written documentation is provided. 
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Behavioural Indicator  Required Output 

C.1.2  Identify synergies, efficiencies, cost 
savings and innovations across service areas 
while maintaining quality service 

Provide an example of any two of synergies, efficiencies, cost savings or innovations you have identified. 
Explain the impact or projected impact on the quality of service.  Support this through documentation. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� Provides a written example of any two of 

synergies, efficiencies, cost savings or 
innovations identified. 

� Provides an explanation about the impact or 
projected impact on service quality. 

 

 

 

Behavioural Indicator  Required Output 

C.1.3  Assess community needs using multiple 
information gathering techniques 

Provide evidence of a community needs assessment referencing the techniques used to gather the 
information. Support this through documentation. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� Provides written evidence of assessment of 

community needs including techniques used 
to gather information. 
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Behavioural Indicator  Required Output 

C.1.4  Identify service delivery options based 
on identified community needs and 
organizational goals. 

Using an example of identified community needs, explain the service delivery options you presented.  (i.e. in 
house, mixed model delivery of service or outsource ‐ OPP vs. community policing). Relate your example to 
the organizational goals. Support this through documentation. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� Provides an example of identified 

community needs. 
� Explains service delivery options presented 

supported by written documentation. 
� Relates the example provided to 

organizational goals. 
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Behavioural Indicator  Required Output 

C.1.5  Allocate resources and assess the impact 
of service delivery decisions. 

Using an example of a report or briefing you prepared or presented on the projected impact on service 
delivery of resource allocation recommendations or decisions, explain the impact.  Support this through 
documentation. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� Provides a written report, briefing or other 

relevant documentation indicating if they 
prepared or presented the report, briefing 
or similar documentation (audience 
identified). 

� Explains resource allocation 
recommendations and impact on service 
delivery. 
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Behavioural Indicator  Required Output 

C.1.6  Gather input from citizens to assess their 
level of satisfaction. Communicate with citizens 
and provide a feedback mechanism. 

Explain how you obtain input from citizens on their level of satisfaction, including feedback mechanisms 
available/used, referencing your specific role. Support this through documentation. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� Provides written documentation as evidence 

of input obtained. 
� Explains feedback mechanisms 

available/used. 
� Defines their specific role. 
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Behavioural Indicator  Required Output 

C.1.7  Model innovative ways to respond to 
citizen needs including use of technology at all 
levels to assist in assessment or delivery of 
service 

Using an example, explain how you responded to citizen needs utilizing technology.  Support this through 
documentation. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� Provides a written example of an innovative 

method used to respond to citizen needs 
using technology. 

� Explains how the method used assisted in 
assessment or delivery of service to citizens 
supported by written documentation 
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Behavioural Indicator  Required Output 

C.1.8  Analyze citizen feedback and experience 
for future refinements and improvement. 

Using an example of a report or briefing you prepared or delivered in response to an analysis of citizen 
feedback (including your recommendation), explain how the feedback was/will be used for service 
improvements.  Support this through documentation. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� Provides a written report, briefing or similar 

documentation prepared or delivered. 
� Explains the purpose of the report,  briefing 

or similar documentation related to analysis 
of citizen feedback and recommendations in 
response 
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C:  SERVICE DELIVERY ‐ Ensuring that local government services are provided to citizens effectively, efficiently and responsively. 

 
C.2  Quality of Results 

 Design service delivery goals to measure against established indicators of performance  
Behavioural  Indicator  Required Output 

C.2.1   Communicate to staff the importance 
of service quality and involve staff in 
identifying opportunities for quality 
improvement.  
 

Provide specific documentation to demonstrate how you have involved staff in identifying opportunities for 
quality improvement.  Include an example of communication to staff of the importance of service quality.  

Candidate Response  
 
 
 
 
Supporting Documentation:  
 FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� Provides an example of communication to 

staff about service quality. 
� Demonstrates involvement of staff in 

opportunities for quality improvement 
supported through written documentation. 
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Behavioural  Indicator  Required Output 

C.2.2  Implement service quality 
improvement programs 
 

Using an example, tell us how you have implemented service quality improvement programs. Support this 
through documentation. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� Provides an example which demonstrates 

service quality improvement programs 
have been implemented supported 
through written documentation. 

 

 

 

Behavioural  Indicator  Required Output 

C.2.3  Set service delivery performance 
standards and objectives and measure results 

Explain how you set service delivery performance standards and objectives with your staff. Support this 
through documentation. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� Explains how service delivery performance 

standards are set with staff supported 
through written documentation. 
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Behavioural  Indicator  Required Output 

C.2.4  Monitor service delivery against 
performance standards in order to maintain a 
consistently high level of quality in staff work, 
operational procedures and service delivery 

Provide written documentation to demonstrate how you monitor service delivery against performance 
standards with reference to the standards. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� Demonstrates that service delivery is 

monitored against standards supported 
through written documentation. 

 

 

 

Behavioural  Indicator  Required Output 

C.2.5  Evaluate citizen satisfaction and use 
the data to improve service delivery including 
incorporating feedback 
 

Provide a report or briefing of a citizen satisfaction assessment and explain how the data was used to 
improve service delivery, with specific reference to your role. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� Provides a report or briefing or similar 

documentation which demonstrates 
citizen satisfaction was assessed and how 
the data was used. 

 

 
 

   

TEMPLATE ONLY - DO NOT COPY



        CMO Submit Form – November 2015 

D:  GOVERNMENT RELATIONS AND CITIZEN ENGAGEMENT ‐ Demonstrating a commitment to democratic principles by engaging community interest 
groups in the decision‐making process; educating the public about policy initiatives and acquiring knowledge of the social, economic and political make‐
up of the community. 

 
D.1  Public Engagement and Consultation 
 Civic engagement or civic participation is the encouragement of the general public to become involved in the political process and the issues that affect 

them. 
 

Behavioural Indicator  Required Output 

D.1.1   Engage the public and/or key 
stakeholder groups in decision‐making through a 
range of consultation practices. 

Provide an example of active engagement of the general public or key stakeholders on a specific issue (what, 
how, outcome) with specific reference to your role.  What consultation methods did you use and why? (i.e. 
face‐to‐face meetings, social media, information technology, website communications, surveys).  Support 
this through documentation. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� Provides a written example which 

demonstrates engagement of the public/key 
stakeholder groups in decision making 
through a range of consultation practices. 

� Identifies consultation practices used. 
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Behavioural Indicator  Required Output 

D.1.2   Gather public input to acquire knowledge 
on issues. 

Provide an example of how you gathered and used public or stakeholder input on a specific issue, with 
reference to your role.  Support this through documentation. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� Provides written evidence of gathering public 

input to acquire knowledge on a specific 
issue. 
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Behavioural Indicator  Required Output 

D.1.3  Provide regular information and updates 
to the public or key stakeholders; closing the loop 
on public consultation. 

Provide a written example of progress updates you have provided to the public or key stakeholders on a 
particular issue/initiative with reference to how you closed the loop on public consultation. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� Provides a written example of a progress 

update to the public on a particular 
issue/initiative. 

� Links the example provided to public 
consultation. 
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D.2  Government Relations  

 An educational process:  educating business leaders about how government works; educating officials about the issues important to business or other 
constituencies; educating government, business leaders and the public about the potential consequences of decisions. 
 

Behavioural Indicator  Required Output 

D.2.1   Manage relationships with other 
organizations/governments for the benefit of 
residents. 

Using a specific situation, explain how you manage relationships with other organizations and/or 
governments (i.e. minutes of meetings with other municipalities, local boards, agencies, other levels of 
government, where issues were discussed/advice was given).  Support this through documentation. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� Provides an explanation which demonstrates 

how they manage relationships with other 
organizations/governments for the benefit of 
residents.   

� Provides a specific example supported by 
written documentation. 
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D.3  Community Liaison 
 Establish and maintain connections and relationships with the community, key stakeholders and the public. 

 
Behavioural Indicator  Required Output  

D.3.1   Create and maintain communication links 
with the public and key stakeholders. 

Explain how you have created and maintained communication links with the public and/or key stakeholders. 
Support this through documentation. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� Provides an example of a communication link 

created. 
� Identifies the intended audience (i.e. 

identifies key stakeholders). 
� Explains how the communication link is 

maintained. 
� Provides written supporting documentation 
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D.4  Advocacy 

 Active support for a recommendation or a particular cause or policy. 
 

Behavioural Indicator  Required Output 

D.4.1   Advocate strategically for policies, 
programs and ideals that serve community 
interests. 

Using a specific example of a particular cause/policy, explain and/or demonstrate the strategy you 
employed to advocate for the cause/policy. How did the advocacy serve the community interests?  Support 
this through documentation. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� Provides an example of a particular 

cause/policy. 
� Explains the strategy employed to advocate 

for the cause or policy. 
� Provides written evidence of advocating for 

the cause or policy. 
� Explains how the community interests were 

served by the advocacy. 

 

 
 
Behavioural Indicator  Required Output 

D.4.2   Position the interests of council to 
external audiences. 

Describe an instance where you had to communicate a specific position of council to an external 
stakeholder or the public.  Support this through documentation. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
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� Describes communication of a position of 
council and explains how the position was 
communicated, the intended audience and 
supported by written evidence. 
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E:  STRATEGIC AND ORGANIZATIONAL MANAGEMENT ‐  Implementing a leadership style that encourages the organization and the community toward 
visioning and goal setting, creative problem solving, priority setting, embracing  change and progressive action. 

 
E.1  Problem solving and decision making 
 Identifies solutions and uses sound judgment to decide on a timely and effective course of action. 
 
Behavioural Indicator  Required Output 

E.1.1   Anticipate and prevent problems 
where possible. 

Describe a situation where you were able to identify a potential problem before it became an issue.  Explain 
how you adjusted/adapted to respond to the problem.  Support this through documentation. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� Provides written evidence of a specific 

situation which demonstrates problems 
are anticipated and prevented where 
possible. 
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Behavioural Indicator  Required Output 

E.1.2  Recognize underlying causes of 
problems and the role of individual 
dynamics.   

Describe a situation where you analyzed a problem, identified its root causes and brought various individuals or 
groups together to resolve the problem.  What was the result or outcome?  Support this through 
documentation. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� Provides written evidence of a specific 

situation which  demonstrates 
recognition of underlying causes of a 
problem and the role of individual 
dynamics  

� Explains the underlying causes for the 
situation given and the specific role of 
individual dynamics in that situation. 
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Behavioural Indicator  Required Output 

E.1.3  Make difficult decisions and have 
difficult conversations. 

Describe a situation where you were faced with having to make a difficult or unpopular decision or participate 
in a challenging discussion.  What was the situation, how did you manage it and what was the outcome?  
Support this through documentation (i.e. in support of conversations held and the decisions made). 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� Provides an example of a difficult 

situation encountered in the workplace. 
� Describes the situation, conversations 

held and decisions made with regard to 
the example given, supported by written 
documentation. 

� Explains the result or outcome of their 
actions in the example given. 
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Behavioural Indicator  Required Output 

E.1.4  Work proactively to identify, 
prevent or mitigate potential problems 
through contingency plans. 

Provide an example of a problem encountered or a project or undertaking you planned from start to finish.  
Explain how you worked proactively to identify, prevent and or mitigate foreseeable problems by establishing 
contingency plans or measures.  Support this through documentation. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� Provides an example of a project/ 

undertaking planned from start‐finish. 
� Explains how a problem was addressed 

proactively to identify, prevent and/or 
mitigate foreseeable problems. 

� Provides information about a 
contingency plan /measures. 

� Provides written documentation about 
the problem which includes possible 
responses. 
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E.2  Project Planning, Execution and Control 
 Creating a project plan, carrying out the work, keeping control of the project plan and work to ensure the project is completed on time, on budget and 

achieves the set goals and objectives. 
 

Behavioural Indicator  Required Output 
E.2.1   Apply project management 
concepts. 

Describe with examples, a project that you managed.  How did you keep the project on track, on budget, on time to 
achieve its stated goals and objectives? Support this through documentation. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� Provides written evidence of a project they managed. 
� Provides explanation about the project which demonstrates project management concepts 

are applied (time, budget, goals, objectives). 
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Behavioural Indicator  Required Output 
E.2.2  Establish project goals and 
design a plan to achieve project goals 
within established timelines. 

Provide a written example of a project plan you developed (which includes milestones, tasks and schedule) for the 
project given as an example in E.2.1.  Briefly explain how the project goals were established. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets 
Expectations 

FOR OFFICE USE ONLY: Reviewers Comments 

� Provides a written example of a plan 
developed for the project given as 
an example in E.2.1, which plan 
includes milestones, tasks and 
schedule. 

� Explains the link between the tasks, 
schedule and the project goals. 
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Behavioural Indicator  Required Output 
E.2.3  Use budget processes effectively 
to manage projects. 

For the project example given in E.2.1, provide examples of steps you follow to monitor expenditures relative to 
project tasks, to ensure a project remains within budget.  Support this through documentation. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets 
Expectations 

FOR OFFICE USE ONLY: Reviewers Comments 

� Provides an example of steps  
followed to monitor expenditures 
relative to project tasks for the 
project example given in E.2.1 

� Explains how or why the actions or 
steps they took were effective to 
manage the project in the example 
given, supported by written 
documentation. 
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Behavioural Indicator  Required Output 
E.2.4  Apply people and time 
management skills to projects. 

Explain how you allocated resources to the project example given in E.2.1 and followed through with resource 
allocation monitoring to effectively deliver the project as planned. Support this through documentation. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets 
Expectations 

FOR OFFICE USE ONLY: Reviewers Comments 

� Provides written evidence to 
demonstrate allocation and 
monitoring of resources in the 
example given. 

� Explains the result/outcome of 
actions taken. 

 

 

   

TEMPLATE ONLY - DO NOT COPY



        CMO Submit Form – November 2015 

 

Behavioural Indicator  Required Output 
E.2.5  Plan, organize, implement, 
control, delegate and measure project 
activities 

Provide a written example of a project status report you prepared for the project example in E.2. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets 
Expectations 

FOR OFFICE USE ONLY: Reviewers Comments 

� Provides written examples of project 
status reports for the project example 
given in E.2.1. 
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Behavioural Indicator  Required Output 
E.2.6  Maintain knowledge of how a 
project fits into overall organizational 
plans and goals. 

Provide an example of a project you proposed which was aligned with a strategic or departmental plan and how 
it met key deliverables. Support this through documentation. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets 
Expectations 

FOR OFFICE USE ONLY: Reviewers Comments 

� Provides an example of a project. 
� Explains how the project was aligned 

with a strategic or departmental plan 
and how key deliverables were met. 
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E.3  Knowledge of Organizational Structure 
 Information and awareness of work units or groups within an organization. 

 
Behavioural Indicator  Required Output 

E.3.1  Apply team strategies and/or 
organizational structures that facilitate 
achievement of organizational goals and 
objectives. 

Provide an example of strategies or structures you used within a work unit or group to facilitate 
achievement of organizational goals and objectives.    Support this through documentation. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� Provides an example supported through 

written documentation and links the 
organizational goals and objectives to the 
example provided. 

� Explains their specific role. 
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Behavioural Indicator  Required Output 
E.3.2  Maintain working knowledge of internal 
organizational politics and the impact on the 
organization. 

Provide an example of strategies and practices you employ to gain an understanding of internal politics at 
play within your organization.  Or, using an example of your organization’s varied perspectives, explain 
how you attempt to strike a balance of these perspectives.  Explain the impact this has had or may have 
on the organization.  Support this through documentation. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� Provides an example of strategies or 

practices used to gain understanding of 
internal politics supported by written 
documentation. 

� Explains the impact or potential impact on 
the organization which reflects working 
knowledge of internal organizational politics. 
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Behavioural Indicator  Required Output 
E.3.3  Recognize how organizational structure 
differs relative to other relevant comparators i.e. 
between small vs. large municipalities. 

Explain how you have kept current on various issues and challenges which municipalities face given their 
differing organizational structures, limitations and strengths. Support this through documentation. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� Explanation demonstrates working 

knowledge of the various issues and 
challenges faced by municipalities with 
different organizational structures, 
limitations and strengths. 
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Behavioural Indicator  Required Output 

E.3.4  Adapt work unit, department or 
organizational structure to respond to influences 
including taxpayer/council demands, population 
growth, legislative changes, personnel skills and 
abilities, program changes. 

Provide an example of an adaptation of a work unit or organizational structure you have completed in 
response to internal or external influences, demands or challenges.  Explain the influence, demand or 
challenge which led to the adaptation.  Describe the results or outcome. Support this through 
documentation. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� Provides a written example of adaptation of 

structure in response to specific influences. 
� Explains the influences and the 

outcome/result of completion of the 
adaptation. 
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E.4  Managing consultants, partners and other stakeholders 
 The ability to build capacity through collaborative internal/external networks and strategic partnerships. 

 
Behavioural Indicator  Required Output 
E.4.1  Balance diverse and sometimes 
conflicting needs, demands, positions and 
interests of stakeholders involved in issues. 

Provide an example of a specific situation where you had to balance diverse needs and how you handled 
the situation with reference to the outcome.  Support this through documentation. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� Provides an example of a specific situation 

supported by written documentation. 
� Explains how the various needs were 

balanced and the outcome of actions they 
took. 
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Behavioural Indicator  Required Output 
E.4.2  Apply mediation and negotiation skills to 
successfully resolve disputes as they arise. 

Provide an example of a specific situation where you had to apply mediation/negotiation skills with 
reference to the outcome. Support this through documentation. 

Candidate Response  
 
 
 
 
Supporting Documentation:  
FOR OFFICE USE ONLY: Meets Expectations  FOR OFFICE USE ONLY: Reviewers Comments 
� Provides an example of a specific situation 

where mediation/negotiation techniques 
were applied and the dispute was resolved. 

� Explains the techniques used and why those 
techniques were used in the example given. 
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	Candidate Response Supporting Documentation: I was responsible for the creation and implementation of the County's Municipal Alcohol Policy in accordance with O.Reg. 398/19 to ensure compliance to the Alcohol and Gaming Commission of Ontario announcement of changes to Regulation 39819 pertaining to Special Occasion Permits. These changes became effective June 1, 2011 and August 2, 2011 with some changes to become effective July 1, 2012.  

Municipal Alcohol Policy - Report to Council & Policy
	Candidate Response Supporting Documentation_2: I was responsible for reporting to Council regarding Ontario Reg. 397/11 - Green Energy Act regarding municipal reporting requirements for GhG emissions and the approval of the County's Energy Management Plan which provides the foundation for energy management decisions and actions for corporate operations including a target 10% consumption reduction. 


Report to Council - Ontario Reg. 397/11 Green Energy Act
	Provides written evidence of communication of the application impact and consequences of new legislation  Identifies the intended audience of the communication Ie Staff council public: 
	Candidate Response Supporting Documentation_3: I was responsible for complete Purchasing Policy creation in accordance with changes in Municipal Act 2001 in 2008 and revisions to add new requirements in 2013.  I was responsible for creating purchasing procedures, standard terms and conditions,  training materials for staff and quick reference guides. I am also responsible for reviewing this policy to ensure continued compliance and update.  


Purchasing Policy CORP-06, Purchasing Procedure
	Identifies a policy or procedure needed as a result of current or upcoming legislation  Provides evidence of written communication of the need for the policy or procedure Why what legislation: 
	Candidate Response Supporting Documentation_4: I was responsible for the creation of Health and Safety standards in accordance with OHSA for Corporate and Lang Pioneer Village Museum.  Management member of Joint Health and Safety Committee - drafted and approved corporate Health and Safety Policy. Reviewed the OHSA, other municipalities policies, met with staff who operated particular machinery/equipment, tested H&S standards during work process to ensure they were reasonable and could be followed. Created Accident/Incident report standard and form for staff.

Attached: Accident/Incident Standard and Reporting Form
	Using a written example outlines the process followed to interpret the legislation to develop the policy or procedure outlined in A21: 
	Candidate Response Supporting Documentation_5: I prepared and presented a report to Council regarding expenditure to completely replace two furnaces at an EMS base.  The heaters weren't old but were oversized and cycling on frequently costing excessive money.  I identified  the ability to replace heaters and pay back expense in fuel savings in under a two year period.  

Council report - Apsley furnace replacement cost justification.
	Candidate Response Supporting Documentation_6: I have been the lead proponent for Joint and Several Liability reform for the County of Peterborough and EOWC (Eastern Ontario Wardens' Caucus).   I have researched and presented to EOWC, the Ontario government,  Attorney General on the costs and impacts of Joint and Several liability on our insurance premiums and budget impacts. 

Joint and Several Liability Presentation
	Provides an explanation and written documentation to demonstrate conveyance of complex information in a concise clear manner to a specified audience: 
	Candidate Response Supporting Documentation_7: The County owns a derelict jail facility that was severely damaged in a riot in 2001 and has sat for years.  I was able to convince County council to create a jail park area, as the structure itself was deteriorated severely and would have cost millions to upgrade.  The jail park creates an open space with the frame of the walls and interior walls of the jail and interpretive panels of the history of the site. I met with City and County heritage and architectural committees to gain their support for the plan and an investment of $500,000 was approved by County Council.

Report: Jail Park  attach. Jail Park Plans
	Provides a scenario of a situation where others were compelled to see a specific perspective  Explains the perspective argument and strategy used to persuade others  Provides written documentation in support: 
	Candidate Response Supporting Documentation_8: We have established a volunteer citizen group in support of the County forest.  There are many issues in the forest with vandalism, crime etc.  I meet with the citizens group at monthly meetings to gain their input and suggestions on how best to address the vandalism, garbage dumping etc and work with the group to put into place their suggestions including surveys and action items from our meetings. 

Minutes - Friends of the Forest - Report
	Provides a written example of a situation where feedback was received incorporated in real time ie who provided what was the feedback  Explains how feedback was received incorporated  Explains the outcomeresult: 
	Candidate Response Supporting Documentation_9: I was responsible for the creation of the County Communications Strategy and the point of contact for the municipality with the media.  I created a Budget Highlights document prior to budget presentation in 2015 and had a "Budget Breakfast" with key members of the media so that we could meet discuss the budget with them, outline key projects and provide direction on how to communicate our budget - i.e. breaking down the cost implication to an amount per household and relating it to other costs to make it more understandable.

2015 Budget Highlights document
	Provides a written example and explanation to demonstrate use of key messaging andor media relations policy procedure or practices when acting as a spokesperson for the municipality: 
	Candidate Response Supporting Documentation_10: The County was filed a legal application regarding a financial contribution to the Peterborough Regional Hospital and a difference of opinion in terms of the intent of the original by-law outlining the financial commitment.  This is a quite high profile issue involving millions of dollars.  I was key communication link between the media and Council. I provided updates to the media as well as communications notes to the Warden, CAO, senior staff and other council members.  This issue is ongoing and will escalate again when the matter goes before the judge - but we have a strong communication directive in place to guide us forward. 

PRHC - County - Briefing Notes 
	Provides an example of a high stress crisis or conflict situation  Why was it high stress crisis or conflict  Explains how professionalism was maintained during the response to the situation  Explains the result or outcome: 
	Candidate Response Supporting Documentation_11: I am responsible for the County of Peterborough Twitter @PtboCounty and Facebook page. Through the Communications Strategy all social media is centralized through my department and we manage the outgoing messaging and respond to all incoming messaging.  We recently used paid Facebook ads to target a job posting to a broader audience as opposed to paying high rates to publish in GTA newspapers. We have been extremely successful with our Twitter account - having more than 2700 followers.

FB Posting - Tweet examples
	Provides a written example which shows how social media andor information technology tools are integrated into communication with stakeholders andor the community  Explains who the stakeholders were why those particular tools were used with this stakeholders: 
	Candidate Response Supporting Documentation_12: With our Twitter account we do (very rarely) receive negative comments about road conditions or about issues currently at Council etc.  We try to minimize the issue by taking it offline directly with the person, direct messaging them to personally address the situation and/or speak directly to them.  

Example of Direct Messages on Twitter
	Provides an example of a potentially difficult public relations situation supported by written documentation  Explains how the situation in the example given was navigated: 
	Candidate Response Supporting Documentation_13: I am one of two green belt certified Lean Six Sigma practitioners at the County of Peterborough. The principals of Six Sigma is to ensure the customer experience is enhanced and optimized.  The training required the implementation of a green belt project - mine focused on internal customer service delivery to other departments by my staff and external service delivery to our citizens in terms of corporate messaging and communications. 

LSS Green Belt Project Presentation
	Explanation is clear and demonstrates knowledge of the current basic principles of service delivery  Written documentation is provided: 
	Candidate Response Supporting Documentation_14: I am responsible for the Eastern Ontario Regional Network procurement and process to provide municipal facilities across Eastern Ontario with high speed internet connectivity.  Through economies of scale, resulted in savings to all municipalities with enhanced bandwidth capabilities - the County of Peterborough specifically saved monthly costs, while increasing our bandwidth and capacity at each facility exponentially. I am a strong proponent of shared purchasing to achieve savings wherever possible. 

EORN - County Report to Council 
	Provides a written example of any two of synergies efficiencies cost savings or innovations identified  Provides an explanation about the impact or projected impact on service quality: 
	Candidate Response Supporting Documentation_15: Through our Emerald Ash Borer project - I worked with Fleming College students to survey residents about their knowledge of emerald ash borer and created an educational video, brochure and identification card to assist them with identifying and treatment options if emerald ash borer was found on their own private property. The project involved private landowner outreach and we hosted an EAB information night for residents. 

EAB Video, ID card 
	Provides written evidence of assessment of community needs including techniques used to gather information: 
	Candidate Response Supporting Documentation_16: I am responsible for the maintenance of all County facilities.  The maintenance of these facilities was contracted to an external firm for many years with a high cost implication.  I completed a cost review to determine whether in terms of service delivery and cost it made sense to have an in-house staff position created.  The position was supported through this process and the position was created in 2014. 

Facilities Supervisor position request and JD
	Provides an example of identified community needs  Explains service delivery options presented supported by written documentation  Relates the example provided to organizational goals: 
	Candidate Response Supporting Documentation_17: I brought forward a report to Council regarding the necessary repairs to the County courthouse front steps. The County was experiencing bad drainage issues causing water leaks in the basement and causing the front steps to heave. They were considering not allocating the recommended financial contribution to the project.  If the work didn't proceed the County was exposing itself to not only safety hazards (trips on the steps) but to much greater future expenses due to the flooding in the basement from the drainage issues. 

Report and presentation to Council
	Provides a written report briefing or other relevant documentation indicating if they prepared or presented the report briefing or similar documentation audience identified  Explains resource allocation recommendations and impact on service delivery: 
	Candidate Response Supporting Documentation_18: We produce a monthly publication called the County Connection - in order to ensure that citizens were reading the publication (posted in local community papers and online) we posted a request for feedback through email or phone from residents - do you like the County Connection - is there anything you would like to learn more about etc?  Feedback received was very positive. 

Attached ad. 
	Provides written documentation as evidence of input obtained  Explains feedback mechanisms availableused  Defines their specific role: 
	Candidate Response Supporting Documentation_19: We produce a monthly communique to County residents called the County Connection. We use this to proactively communicate to residents about happenings at the County, waste management strategies etc.  In order to reach all our rural residents we publish this in all the small local community papers as well as post to our Facebook and link to our Twitter page.
Example of County Connections 
	Provides a written example of an innovative method used to respond to citizen needs using technology  Explains how the method used assisted in assessment or delivery of service to citizens supported by written documentation: 
	Candidate Response Supporting Documentation_20: Working with local residents we established a partnership with the Friends of the County forest to implement and agreement with the group for maintenance and patrol in the forest.  The report to Council outlined the benefits of partnering with the group to assist the County in the preservation of the forest and implementing some of the groups strategies to do so. 

Report - Friends of the County Forest 


	Provides a written report briefing or similar documentation prepared or delivered  Explains the purpose of the report briefing or similar documentation related to analysis of citizen feedback and recommendations in response: 
	Candidate Response Supporting Documentation_21: Through our Lean Six Sigma (LSS) mindset our staff understand we have a continuous improvement mindset and we undergo what is termed a Kaizen Blitz to identify staff identified opportunities for improvement.  This involves mapping presenting processes and identifying opportunities to improve quality.  The LSS program is all about quality and identifying opportunities for improvement.  

See presentation to staff attached about service quality importance and our Kaizen Blitz.
	Provides an example of communication to staff about service quality  Demonstrates involvement of staff in opportunities for quality improvement supported through written documentation: 
	Candidate Response Supporting Documentation_22: Service quality improvements have been implemented across my departments.  We have implemented a Facilities issue/request email system and an IT HelpDesk system to improve tracking and response to internal customer requirements.  All Help Desk issues/requests are emailed to the specific department i.e. helpdesk@county.peterborough.on.ca or facilities@county.peterborough.on.ca are are addressed in priority sequence and responded to by my staff. 


Email to County staff re Facilities
	Provides an example which demonstrates service quality improvement programs have been implemented supported through written documentation: 
	Candidate Response Supporting Documentation_23: Service Delivery standards and performance standards and objectives are tracked through both the facilities and IT help desk systems.  In addition, response times for issues are identified and tracked on our internal reporting system.  The matrix attached outlines response times standards and measurements. 

Help Desk Matrix
	Explains how service delivery performance standards are set with staff supported through written documentation: 
	Candidate Response Supporting Documentation_24: As Vice Chair of Sustainable Peterborough we compile all sustainable initiatives into an annual citizen report card that is circulated and communicated throughout the region.  This includes compilation of data around waste management targets and performance - for example our County diversion rates vs targets. 

See WM 
	Candidate Response Supporting Documentation_25: As the Director over Lang Pioneer Village Museum we often have customer satisfaction surveys.  We compile this data and use specific comments and suggestions to provide guidance to interpreters/staff as well as to provide suggestions to our Lang Pioneer Village Museum Advisory Committee.  The tracking chart is attached. I used the percentages to make a case of funding applications from the province and the RTO.  
	Provides a report or briefing or similar documentation which demonstrates citizen satisfaction was assessed and how the data was used: 
	Candidate Response Supporting Documentation_26: On the recent jail project, I attended specific community group meetings (City of Peterborough Arts and Heritage Committee and Architectural Advisory Committee)to present the project and gain the support of this high profile project.  I also personally met with members of the public to discuss the project. As this building is a heritage building there was keen interest in the project publicly.  I also met with a Trent University Professor to create a history project curriculum to create a history of the site that will be used to create a website for the public to read. 

Jail Project presentation - Timeline etc. 
	Provides a written example which demonstrates engagement of the publickey stakeholder groups in decision making through a range of consultation practices  Identifies consultation practices used: 
	Candidate Response Supporting Documentation_27: After conducting the County Strategic plan exercise I conducted a survey with staff and council to review the day, ensure expectations were met and suggestions for improvements for the next session. 

See attached survey & results summary
	Provides written evidence of gathering public input to acquire knowledge on a specific issue: 
	Candidate Response Supporting Documentation_28: I was responsible for the process of creating the County Strategic Plan - the plan requires bi-annual balanced scorecard summaries to be presented to Council and provided to the public to identify the progress of our identified activities and goals in our Strategic Plan 2015-2019.

Balanced scorecard update - January 2016 - presentation and scorecard
	Provides a written example of a progress update to the public on a particular issueinitiative  Links the example provided to public consultation: 
	Candidate Response Supporting Documentation_29: The jail project was presented to two separate City of Peterborough Committees for their support and to further a request to City Council for financial support for the project. While the City has no specific ability to support or deny this project, it was important to show the City and the two committees (Arts & Heritage and Architectural) that we valued their input into the project (as the jail itself is located in the City though owned by the County).  It was a particularly contentious issue and by managing the relationship and gaining their support it created the pathway to move the project forward with strategic community members support. 
Report and presentation to Committes
	Provides an explanation which demonstrates how they manage relationships with other organizationsgovernments for the benefit of residents  Provides a specific example supported by written documentation: 
	Candidate Response Supporting Documentation_30: Through the County Connection publication as well as through targetted public communications such as the Budget Highlights document and the creation of the 2015 Key Accomplishments document I am responsible for ensuring clear and consistent messaging and enhancing corporate communications to our stakeholders and ratepayers. 

2015 Key Accomplishments, 2015 Budget Highlights, Annual Update from Warden (County Connection)
	Provides an example of a communication link created  Identifies the intended audience ie identifies key stakeholders  Explains how the communication link is maintained  Provides written supporting documentation: 
	Candidate Response Supporting Documentation_31: The County forest has an old, run down house in it that has been vandalized frequently and was a safety hazard, not to code. I brought forward a recommendation to County Council to demolish the house as it was a liability to the County and a safety hazard to the general public. The worry was that some point someone would get hurt in the house and that removing the potential hazard would be in the best interest of the County and the public. 

County forest house report
	Provides an example of a particular causepolicy  Explains the strategy employed to advocate for the cause or policy  Provides written evidence of advocating for the cause or policy  Explains how the community interests were served by the advocacy: 
	Candidate Response Supporting Documentation_32: I am responsible for communicating the draft and approved budgets to the general public. This involves outlining specific approved projects as well as projects removed through the budget refining process. These are difficult decisions that Council has to make in order to approve a budget that is within what they perceive the public will find acceptable. 

NR Budget - Final Budget document
	Describes communication of a position of council and explains how the position was communicated the intended audience and supported by written evidence: 
	Candidate Response Supporting Documentation_33: I created the Healthy Trees Initiative to bring together the County and Townships to discuss strategies to address invasive species in our region.  This included the Emerald Ash Borer project - which wasn't yet detected in our area, but was a communication campaign to assist private landowners in the identification and treatment of ash trees, as the County itself doesn't own many parks etc. we weren't directly affected but took a lead role in communicating and educating the townships and public in general.
 
- EAB -Healthy Trees Initiative report & communications materials
	Provides written evidence of a specific situation which demonstrates problems are anticipated and prevented where possible: 
	Candidate Response Supporting Documentation_34: The County has been exponentially increasing our server storage requirements as staff are saving emails continually as their file storage system as opposed to appropriately filing emails.  The demands on our servers required us to look at some of the causes - which were linked to signatures in emails having multiple logos embedded in them and multiple colours etc. We created a cross-departmental team and created a County Email Best Practices Guide - which outlines best practices in terms of email font, no use of colour or logos etc.  This Guide also identified the cost savings and environmental benefits to following email Best Practices.  The result is continued compliance by staff and savings to County copier costs and server capacity.
Email Best Practices Guide
	Provides written evidence of a specific situation which demonstrates recognition of underlying causes of a problem and the role of individual dynamics  Explains the underlying causes for the situation given and the specific role of individual dynamics in that situation: 
	Candidate Response Supporting Documentation_35: I brought forward a report to demolish the County Forest house - this was unpopular as the Friends of the Forest volunteer group wanted the house for their occasional use - even though it wasn't to code and was a safety hazard.  Both the group delegation and my report went to Council on the same day. My report also included a recommendation from our insurer to move forward with the demolition.  In this situation, Council went against the staff recommendation and kept the house - staff accepted Council decision and respect for their position. 
County Council report - Forest house
	Provides an example of a difficult situation encountered in the workplace  Describes the situation conversations held and decisions made with regard to the example given supported by written documentation  Explains the result or outcome of their actions in the example given: 
	Candidate Response Supporting Documentation_36: I was involved with the EORN (Eastern Ontario Regional Network) a project of the EOWC from the inception of the project to the successful implementation of the $170 million project - with $110 million of Federal and Provincial funding. I have worked with the EORN team since 2008 and have led the procurement and risk management processes for the complete project as well as a core team member for the complete project.  This involved a risk management strategy with the province and project final report at successful completion of the project.

EORN Risk management, procurement presentation 
	Provides an example of a project undertaking planned from startfinish  Explains how a problem was addressed proactively to identify prevent andor mitigate foreseeable problems  Provides information about a contingency plan measures  Provides written documentation about the problem which includes possible responses: 
	Candidate Response Supporting Documentation_37: When I first stated in my role at the County (2008) I was responsible for the management of the Rural Connections broadband project. The County was the first municipality to be awarded $1 million for the expansion of rural broadband.  This involved the complete project from the issuance of the RFP to approving the go-live of towers erected with County/Provincial monies. Though we have no formal project management software - the project was tracked through the use of various spreadsheets and through a final report to OMAFRA outlining the goals and objectives and deliverables achieved. 

OMAFRA Final Project Report 
	Provides written evidence of a project they managed  Provides explanation about the project which demonstrates project management concepts are applied time budget goals objectives: 
	Candidate Response Supporting Documentation_38: The County broadband project was tracked using multiple spreadsheets including tracking related to construction build requirements, financial tracking including milestones and timelines.  The complete project was tracked to specific deliverables and goals detailed in the project plan attached. 

County wireless broadband project plan
	Provides a written example of a plan developed for the project given as an example in E21 which plan includes milestones tasks and schedule  Explains the link between the tasks schedule and the project goals: 
	Candidate Response Supporting Documentation_39: In the absence of actual project management tools at the County, I utilized a spreadsheet to track specific and individual project costs to ensure project remained on budget.  I also had weekly meetings with the contractor to ensure costs and project overall was meeting expected timelines and deliverables. 

Attach.  Cost summary
	Provides an example of steps followed to monitor expenditures relative to project tasks for the project example given in E21  Explains how or why the actions or steps they took were effective to manage the project in the example given supported by written documentation: 
	Candidate Response Supporting Documentation_40: The broadband project management was solely completed by me with coordination and assignment of staff resources utilizing the attached spreadsheet to track tasks and completion status.  This was shared amongst those involved to ensure we were all apprised of the status of each task as most were dependent upon the completion of others. 

Attach. Project Plan
	Provides written evidence to demonstrate allocation and monitoring of resources in the example given  Explains the resultoutcome of actions taken: 
	Candidate Response Supporting Documentation_41: I was responsible for preparing and presenting project status reports to County Council for the entire project and was responsible for compiling all the deliverables for the provincial Rural Connections final report. 

Attach Council project reports
	Provides written examples of project status reports for the project example given in E21: 
	Candidate Response Supporting Documentation_42: My 2016 Departmental Workplan identified IT Infrastructure Upgrades corporately.  I brought forward an analysis and recommendation to Council to change direction but to leverage new expanded bandwidth and move to cloud based backup and disaster recovery services, at a lower overall cost and providing a beneficial solution.  This aligns with Departmental Plan as well as Improved Essential Infrastructure Strategic Objective of our Strategic Plan. 

2016 Workplan - IT Upgrades Proposal, Corp Strategic Plan
	Provides an example of a project  Explains how the project was aligned with a strategic or departmental plan and how key deliverables were met: 
	Candidate Response Supporting Documentation_43: I have led the Clerk's unit staff through lean six sigma based methodology to look at their various processes i.e. recognition awards and to assist to help them implement changes that would streamline these processes. Looking at each persons responsibilities/tasks and ensuring there was no duplication of effort or wasted time in the process to achieve a very effective implementation of the recognition awards program. This was done for a few of their main projects to help them achieve their goals and objectives. 

LSS clerks training, swimlanes, and changes
	Provides an example supported through written documentation and links the organizational goals and objectives to the example provided  Explains their specific role: 
	Candidate Response Supporting Documentation_44: I attend bi-monthly management (director) team meetings.  At these meetings each director is responsible for updating the other directors and our Warden and Deputy Warden on their work plans, policies, issues etc.  We work and communicate as a team to review corporate policies and review the council agendas to understand reports and recommendations coming forward and share our views.  We are able to openly discuss and anticipate and plan for any issues that may arise or provide advice to each other on items that may be contentious at Council. 

Management Team agenda, minutes
	Provides an example of strategies or practices used to gain understanding of internal politics supported by written documentation  Explains the impact or potential impact on the organization which reflects working knowledge of internal organizational politics: 
	Candidate Response Supporting Documentation_45: I attend many municipal meetings including local clerks and treasurers meetings , I chair the Eastern Ontario Purchasing Collaborative (discuss shared ideas etc), I attend Eastern Ontario Wardens' Caucus meetings and read their annual plans and white papers, I communicate with my peers often through shared portals (Eastern Ontario Innovation Network web based system) and read many updates from AMO, AMCTO, Municipal World, OPBA I subscribe to notice feeds from the Province and Federal government. Through EOWC and the County I attend and present delegations to Ministries and officials with Council and prepare backgrounders for delegations. I also often take courses put on by AMCTO and AMO, I have obtained my Masters in Municipal Management from  York University. 

AMO Briefing Pkg attached. 
	Explanation demonstrates working knowledge of the various issues and challenges faced by municipalities with different organizational structures limitations and strengths: 
	Candidate Response Supporting Documentation_46: As a result of many provincial downloads/provincial reporting requirements and continued increased demands on my position (more and more requirements for external committees and EORN work etc) I brought forward a proposal to add an administrative support position to the department.  The County is paid by EORN for the work that I do for EORN through the approval of the EORN Purchase of Services agreement (see attached). This allows for the revenue achieved to be allocated to an administrative support position to assist me). 

Purchase of Services Agreement
	Provides a written example of adaptation of structure in response to specific influences  Explains the influences and the outcomeresult of completion of the adaptation: 
	Candidate Response Supporting Documentation_47: I was responsible for the County Forest Management Plan - ten year forest management plan 2009-2019. This involved establishing a focus group of stakeholder (residents, forest managers, OFAH etc) and managing all meetings, agenda, minutes etc with the consultant hired to write the plan. I was also responsible for presenting it to County Council for endorsement and approval.  The plan was approved and we continue to manage this forest FSC certified for sustainable timber operations  - cutting and planting that achieve self sustainable costs (i.e. no tax requirement for County forest).

County forest plan - report to council
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	Candidate Response Supporting Documentation_48: I am responsible for all legal cases and procurement for the County.  We had a specific situation with a vendor that challenged our purchasing coordinator and the posting of the bidders list.  I was responsible for working with the vendor to explain the situation and that our policy was followed. It escalated to their legal and I then pulled in our legal to review with me.  We responded in writing and the situation was de-escalated with the vendor understanding that we had followed policy. 
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	Demonstrates that service delivery is monitored against standards supported through written documentation: 
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