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The Corporation of the Municipality of West Nipissing 

JOB DESCRIPTION 
 

POSITION Manager of Community and Social Development 

REPORTING TO  Director of Community Service and Economic Development 

HOURS OF WORK 35 hours per week, as assigned 

SALARY $84,299 - $102,466 

POSITION SUMMARY 

Under the guidance and mentorship of the Director of Community Service and Economic Development, the 
Manager of Community and Social Development oversees the planning, administration, and execution of 
programs, events, and special projects within the Community Services Department. This role involves 
preparing critical path plans, reports, and policy recommendations for review by senior staff, providing 
updates on project progress, and seeking direction for future initiatives. Acting as the primary liaison for 
community and social development projects, the Manager cultivates and maintains strong relationships with 
key stakeholders and community partners to ensure the effective delivery of approved strategies, goals, and 
objectives. 

ROLES AND RESPONSIBILITIES 

Leadership and Program Management 
• Provide supervision and leadership to the Community Services staff including coordinators, full-time 

employees, and part-time employees. 
• Ensure the successful delivery of programming for residents across all communities in the municipality. 
• Oversee departmental administration, including managing time sheets and time off requests. 
• Research and pursue funding opportunities through sponsorships, partnerships, and government 

agencies; prepare grant and funding applications. 
 

Research and Policy Development 
• Research sector trends and challenges; identify and apply best practices; support continuous 

improvement of services and programs. 
• Make recommendations and contribute to the development of policies, procedures, and service 

agreements. 
• Conduct research on sector trends and challenges to identify best practices. 
• Support continuous service and program improvements. 
• Assist in preparing the department’s annual budget, adhering to budgetary policies and municipal 

purchasing procedures. 
 

Community Outreach 
• Deliver presentations to community groups. 
• Host public meetings and engage municipal stakeholders. 
• Attend information sessions and pursue ongoing education to stay updated on best practices. 
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Community Partnerships  
• Support the recruitment and management of volunteers for community initiatives. 
• Collaborate with advisory committees of Council, community recreation groups, special interest 

groups, government and social agencies, and neighborhood associations to plan and deliver programs 
and events. 

• Partner with local schools on event coordination and community engagement initiatives. 
• Attend advisory committee meetings to align with community goals. 
• Perform other related duties as assigned. 

 
REQUIREMENTS 

• University degree or diploma in a related discipline (i.e. Recreation and Leisure, Business or Public 
Administration, Social Services or suitable equivalent).  

• A minimum of 3-5 years of practical experience. 
• Proficient in both official languages, written and spoken. 
• Valid Class G Driver’s License and access to a personal vehicle. 
• Must have and maintain a clean criminal record and/or must be able to obtain and maintain required 

security clearances to work in all municipal facilities. 
• Proven experience planning and delivering programs with or for diversified audience groups and 

individuals.  
• Demonstrated ability to maintain a high standard of public relations; to deal with difficult customers; 

to diffuse emotionally charged situations; and to resolve customer issues in a diplomatic and 
professional manner.  

• Ability to exercise discretion and judgment when handling confidential, sensitive, and controversial 
information.  

• Ability to analyze issues and problems, evaluate alternative solutions; develop sound conclusions, 
recommendations, and courses of action.  

• Clear and concise professional writing abilities; communicating complex processes and procedures in 
writing.  

• Proficiency using business productivity applications including the Microsoft 365 suite (Outlook, Word, 
Excel, PowerPoint, Teams, and SharePoint), social media, Active Net, etc. 

• Ability to work outside normal business hours; evenings/weekend work may be required; respond to 
“after hours” emergencies as required.  

• Proven team player with strong collaboration skills. 
• Ability to engage professionally with diverse groups, including Directors, and Managers. 
• Strong communicator with knowledge in the development, production and maintenance of 

communication tools for both internal and external stakeholders. 
• Strong judgment, tact, creativity and problem-solving skills. 

 
ASSETS 

• Strong knowledge of community engagement principles and social development practices. 
• Excellent grant writing and funding acquisition skills, with a proven track record in securing 

sponsorships and partnerships. 
• Demonstrated experience in budget management, including preparation and adherence to financial 

policies. 
• Proven ability to build and maintain relationships with diverse stakeholders, including community 

groups, government agencies, and advisory committees. 
• Familiarity with municipal governance and policy development processes. 
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• Exceptional organizational and project management skills, with the ability to manage multiple 
programs and events simultaneously. 

• Proficiency in public speaking and facilitating community meetings or presentations. 
• Knowledge of current trends and best practices in community and social development. 
• Strong interpersonal skills and a commitment to community-centered service. 

 
 
WORKING CONDITIONS 

• Travel may be required. 
• Ability to attend and conduct presentations. 
• Manual dexterity required to use desktop computers and peripherals. 
• Overtime as required. 
• Lifting or moving up to 25lbs may be required. 

 
 

 
Applications for this position will be accepted, in confidence, until 4 p.m. on July 18, 2025. 

Applicants must send a detailed resume to :   Sonal Brahmbhatt  
225, rue Holditch, Suite 101 
Sturgeon Falls, ON P2B 1T1  
HR@westnipissing.ca 
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