
TOWN OF COCHRANE 

101 RancheHouse Rd. 
Cochrane, AB   T4C 2K8 
P: 403-851-2500   F: 403-932-6032 
www.cochrane.ca 

Reference: 2023-0022 

June 7, 2023 

Dear 

RE: Freedom of Information and Protection of Privacy Act Request for 

Information. 

The Town of Cochrane is responding to your request received May 11, 2023 for 
General information under the Freedom of Information and Protection of Privacy Act 
(the Act) for:  

• The current and any past contracts related to CAO Derricott’s employment

contract (s) (Un-redacted) held with the Town of Cochrane.

The search is complete for this request and all responsive records are attached. 

Although the actual salary of an employee and increments based on an assessment 

of the employee’s performance cannot be disclosed under s.17(2)(e) and s.17(4)(f) 
respectively, of the Act as highlighted within the attached, the CAO has expressly 

instructed the full release of this information under s. 40(1)(d).  You can access the 
FOIP Act here: https://oipc.ab.ca/legislation/foip/ 

If you have questions, please contact FOIP@cochrane.ca or call 403-932-2674. 
Under Section 65(1) of the FOIP Act you may ask the Information and Privacy 
Commissioner to review this response if you have concerns about it. The 
following link provides information regarding the request for review process: 

https://www.oipc.ab.ca/action-items/request-a-review-file-a-complaint.aspx 

Sincerely, 

Jaylene Knight 
FOIP Head   

S.17(1)

S.17(1)

https://oipc.ab.ca/legislation/foip/
mailto:FOIP@cochrane.ca
https://www.oipc.ab.ca/action-items/request-a-review-file-a-complaint.aspx
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Schedule A 

Position Title: Chief Administrative Officer 
(CAO) 

Department: Chief Administrative Office 

Approved by:n. 
Signature: ~ ~ 

Date Approved: Q7oz_ y5",292 

Reviewed by: M 

ate Revewca: [rtbr l6,22@ 

This job description is intended to describe the general nature and level of work being performed. It 
is not intended to be an exhaustive list of all duties, responsibilities, and requirements for this 
position. All personnel may be required to perform related duties outside of their normal 
responsibilities from time to time. 

POSITION SUMMARY 

The Chief Administrative Officer (CAO) reports to the Mayor and Council of the Town of Cochrane. 
The CAO plays an integral advisory role to Mayor and Council and supports the development and 
implementation of strategic objectives and policies in accordance with legislation. 

The CAO is responsible for the overall operational and financial management of the organization and 
builds strong relationships with key stakeholders, both internal and external. This position provides 
mentorship and strategic support to members of the Senior Leadership Team, ensuring the planned 
implementation of the corporate strategy. Develops, demonstrates and fosters a culture of trust and 
accountability and municipal excellence throughout the organization. 

KEY ACCOUNTABILITIES 

As defined by the Province of Alberta's Municipal Government Act and the Town's Designated 
Officer bylaw, the duties and responsibilities of the CAO include: 

1. Acts as counsel to the elected Mayor and Council on a wide range of municipal matters and 
supports the implementation of Council-related priorities within the municipal framework. 

2. Establishes strategic direction based on Council priorities and continual assessment of the 
environment and emerging trends, issues and opportunities that may impact the municipality. 

3. Provides leadership to ensure that all Town policies and programs of the municipality are 
efficiently coordinated, implemented and delivered in a responsive way consistent with 
Council-identified priorities. 

4. Provides mentorship and strategic support to the members of the Senior Leadership team to 
ensure the planned implementation of the corporate strategy is carried out. 

5. Ensures an effective governance framework which provides appropriate direction and 
parameters for operational systems, practices and procedures ensuring compliance with 
legislation, regulations, corporate policies, procedure and guidelines. 

Position Title: Chief Administrative Officer (CAO) 
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6. Actively participates and provides counsel as a key member to the Senior Leadership teams 
entrusted with confidential information provided at all leadership, Council and public 
meetings/forums. 

7. Builds strong working relationships with internal and external stakeholders to foster healthy 
relationships to advance the Town objectives of municipal excellence and sustainable 
intergovernmental relations. 

8. Attends and participates in local events and functions in the interest of corporate and 
community relations. 

9. Responsible for the annual operating and capital budget preparation process. Defines 
appropriate long-term financial objectives and sets annual goals consistent with the business 
strategy. 

10. Effectively communicates and demonstrates the vision and values to all employees. Serves as 
a role model of these values and creates and builds a culture of trust and integrity throughout 
the organization. 

COMPETENCY PROFILE liege ewee e lo Le .add.lid o.el le ho i see ele-ahe LL.le"due-wee"oh' he- e"eh le 

Consistently model and embrace the organization's corporate values and use them as a guide for 
conduct and decision-making. 

CORE FUNCTIONAL TECHNICAL 
Accountable for Results Building Relationships Business Acumen 
Communication Business Operations Complex Decision Makinq 
Customer Focus Coaching and Developing Creative Thinking 

Others 
Values & Ethics Drive Political Acumen 

Leadership Financial Acumen 
Organizational Positioning Media Relations 
Strategic Leadership 

POSITION REQUIREMENTS 

Education and Experience: 
Post-Secondary education in public or business administration, or in a related discipline 
relevant to public sector leadership with a preference given to a Master's designation. 
Minimum of 10 years' municipal experience in a progressive and strategic management 
role with a strong background in municipal management. 
Knowledge and experience in matters concerning relevant provincial and federal 
legislation. 
Knowledge and experience in all aspects of municipal service, finance and operations. 
Experience in process/project management. 
Strong understanding of strategic planning, business plans and budgeting. 
Extensive experience in public communication 
Demonstrated progressive competence in Strategic Planning, Business Plans, Human 
Resources and Budgeting. 
Strong understanding of the Alberta Municipal Government Act. 
Minimum of 5 years within a management position within a unionized environment with 
demonstrated experience in building positive labour relations, bargaining strategies and 
grievance management 

Position Title: Chief Administrative Officer (CAO) 
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Demonstrated experience working from a mindset of transparency and accountability 

Skills and Abilities: 
Demonstrated leadership ability with strong Communication, coaching and mentoring skills. 
Experience in political environments, developing corporate strategy, making presentations 
and providing advice to Council and the community. 
Demonstrated political astuteness, ensuring a high level of confidentiality and decorum. 
Demonstrates high ethical standards. 
Ability to read and interpret complex legislation. 
Demonstrated leadership ability with strong communication, coaching and mentoring skills. 
Proven skills in public consultation work with community groups and other stakeholders, 
understanding and appreciating the unique aspects of working in the public sector. 
Sound knowledge in the areas of legislation, law, records management, bylaw development; 
specific knowledge of provincial municipal government acts (Alberta MGA). 
Proven conflict resolution, negotiation and problem-solving skills. 

- Thorough knowledge of business process, financial management, process management and 
strategic planning. 
Analytical skills and the ability to understand and interpret legal and technical information. 

Certifications, Licenses and/or Designations: 
Certificate in Municipal Management and Leadership (CMML) or equivalent 
Certified Local Government Manager (CLGM) designation preferred 
Membership in provincial and federal municipal manager's associations 
Project Management is preferred 
FOIP Certification 
Managing in a Unionized Environment 
Certificate in Public Administration e.g. NACLAA or equivalent is an asset. 
Alberta Class 5 Driver's License 
ICS 100, ICS 200 and ICS 300 
Leadership for Safety Excellence 
Participation in the Town's Safety Training program 
Right Use of Power training 

COMMUNICATION AND INTERPERSONAL SKILLS _ 

Acts as a role model, maintains a professional and positive disposition and encourages 
others through support, coaching or providing direction and resources. 
Highly advanced communication skills, to influence decisions, effect opinions or behaviours, 
mediate and/or reconcile conflicts. 
Builds trust through presenting ideas clearly and effectively listening to others, even when 
not in agreement. 
Effectively establishes rapport with stakeholders including Council, employees, external 
agencies and community members. 
Attentive active listening skills. 
Builds and maintains strategic alliances with all business units in the organization and works 
together to achieve business goals. 
Fosters a culture that supports intra-departmental relationships throughout the organization 
to break down silos and barriers. 

Position Title: Chief Administrative Officer (CAO) 
Date Revised: 10/15/2020 Page 3 of 5 



TOWN OF COCHRANE 
lob Description 

ta rt wtr ts #aw 

Uses deep understanding of their network to establish and activate connections between 
people in order to create value and make the organization stronger. 
Sets and exemplifies standards for respectful and effective communications in the 
organization. 
Comfortably delivers strategic messages supporting their function and the organization at 
the organizational level. 

- Accurately interprets how they are perceived by others. 
Rallies employees to communicate ideas and share differing perspectives to drive innovation 

- Able to demonstrate political astuteness, ensuring a high level of confidentiality and 
decorum. 

COMPLEXITIES AND PROBLEM SOLVING 

Seeks solutions, identifies opportunities and establishes priorities for, or with, a variety of 
individuals or groups to accomplish strategic organizational goals. 
Models and encourages strategic thinking through a future-oriented view of the community 
and organization. 
Builds confidence, breadth and depth of knowledge, and professionalism in subordinates. 
Develops decision-making capability within the organization. 
Creates a culture of empowerment and trust to facilitate effective problem solving and 
decision making. 
Makes sound decisions that have organization-wide consequences and influence future 
direction. 
Cultivates and embodies a culture that views uncertainty as an opportunity and supports 
change and innovation. 

- Anticipates and mitigates obstacles, risks, and business disruptions 

WORKING CONDITIONS 

The Town of Cochrane is committed to providing a healthy and safe work environment for all its 
employees. As a Town of Cochrane employee, you must take reasonable care to protect your 
health and safety and that of others present at Town worksites, perform work safely, follow all 
relevant health and safety legislation, Town directives and procedures and attend all identified 
orientations and training. 

Physical Effort: 
There is no or minimal requirement for physical effort. This is characterized as a normal office 
environment, and where a computer/keyboard/mouse is used as a tool of the job. 

Work Environment: 
The job is performed in an environment where there is occasional exposure to adverse working 
conditions. Exposure may exist on a short-term duration, with limited intensity. 

High cognitive and psycho-social demands related to issues management and problem 
solving. 
Extended work hours as required. 
Frequent need to travel to off-site locations and occasional out of province. 

Position Title: Chief Administrative Officer (CAO) 
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Please ensure you send the original for filing to Human Resources and retain a copy for 
your records. 

SIGNATURES AND ACKNOWLEDGEMENTS 

Employee Name 
(Please print) 

Employee Signature Date (DD/MM/YYYY) 

Supervisor Name 
(Please print) 

Supervisor Signature Date (DD/MM/YYYY) 

This personal information is being collected for the purpose of the Town of Cochrane salary 
administration and performance management programs. It will be treated in accordance with the 
privacy protection provisions of Part 2 of the Freedom of Information and Protection of Privacy Act. 
If you have any questions or concerns, please contact the Human Resources Department at 403- 
851-2517. 
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