
 

 

EMPLOYMENT OPPORTUNITY 
 

The Municipality of the Township of Potton is looking to recruit for various positions within its 
team. Are you looking to join a dynamic team in a stimulating environment and in a growing 
municipality? One of these positions may be for you. 
 

« RECEPTION AND CUSTOMER SERVICE » 
 
This position is often the first point of contact for the citizen dealing with the various municipal services. In 
general, the responsibilities for this position are as follows : 

 Answer the telephone, emails and faxes;  
 Greet citizens and visitors at the counter and direct them accordingly;  
 Assist the citizens in their process to obtain various permits; 
 Respond to general questions from taxpayers and visitors; 
 Ensure the opening and closing of the municipal office in accordance with the opening hours to the 

public;  
 Assign various complaints to the departments concerned; 
 Collaborate in the organization of events or activities on occasion; 
 Produce various documents related to reception and customer service; 
 Collaborate in the preparation of documents and photocopies during monthly meetings; 
 Send muncipal newsletter and any other mass mailings; 
 Ensure the required availability to collaborate on various tasks to support the administration 

department;  
 Oversee the petty cash and counter purchases;  
 Ensure the mail is sent and picked up at the post office on a daily basis; 
 Distribute and/or respond to daily emails from « Info@potton.ca »;  
 Any other tasks and support required from various departments within the municipality; 
 Organize lists and update them for possible mass emailing. 

 
Requirements 

 Be dynamic, professional and be part of a team; 
 Relevant municipal experience, or  
 Equivalent experience in the service industry; 
 General knowledge and facility in using office software;  
 Must be able to speak fluent french and english. Able to write in both languages, an asset. 

 
Working conditions 
Permanent full-time position – 35 hours per week.  
Salary according to the current working conditions policy in force.  
This position is scheduled to begin in 2021. 
 
 

« PUBLIC WORKS ATTENDANT » 
 
This position falls under the supervison of the Public Works Manager and consists of carrying out various 
municipal tasks in the Public Works department : 

 Overseeing and maintaining of public spaces : buildings, municipal garage; 
 Inventory, maintenance and repair of all equipment of the department; 
 Coordinate the installation of equipment during municipal activities; 
 Monitor and maintain certain parts of the water and sewer infrastructures, such as fire hydrants, and 

connections to the networks.  
 Monitor contracted work as needed; 
 When requested by the Public Works manager, complete a tour of roads to be inspected; 
 Monitor equipment intended for the management of watercourses (beavers). 

 
Requirements 

 Be dynamic, professional and demonstrate leadership, teamwork and initiative; 
 Available to work from time to time outside regular business hours;  
 Must have a valid license to drive municipal vehicles; 
 Relevant experience in the field of municipal public works; or  
 Equivalent experience in private work of the same nature; 
 Basic knowledge in the use of office software (emails, Excel) an asset; 
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 Experience as an on-site project management, an asset; 
 Ability to manage contractors would be an asset; 
 Must speak french and english.  

 
Working Conditions 
Permanent full-time position - 40 hours per week 
Salary according to the current working conditions policy in force.  
This position is scheduled to start as soon as possible. 
 

« BUILDING AND ENVIRONMENTAL INSPECTOR » 
 
Under the authority and supervision of the head of the urban planning department, the selected 
candidate will enforce the urban planning and environmental bylaws and any other requirements 
according to the laws applicable under this field of expertise. 
 

 Enforce the urban planning regulations and various other municipal bylaws; 
 Enforce the provincial regulations that apply to municipalities as well as any other requirements 

governed by law with regard to municipal affairs; 
 Analyze permit and certificate applications for issuance or refusal; 
 Inform and meet with citizens; 
 Conduct inspections following complaints and also for closing files; 
 Prepare the necessary documentation and ensure proper follow-ups for violations; 
 Participate in the preparation of files submitted to the Urban Advisory Committee (CCU); 
 Illustrate the required cartographic changes and keep the cartographic database up to date for 

the Town Planning Department; 
 Collaborate with any other tasks in the urban planning department. 

 
Requirements 

 DEC in land use planning techniques, architecture, civil engineering or certificate of college 
studies in municipal inspection or any other equivalent experience deemed relevant; 

 A minimum of two years work experience in a similar position; 
 Good working knowledge of the laws and regulations related to the position; 
 Good analytical skills, sense of organization and autonomous; 
 Good team player and ability to work with the public; 
 Good spoken and written French; 
 Bilingual (English: spoken is important, written an asset); 
 Good working knowledge of computers and Windows (knowledge of PG management and the 

ArcGIS mapping softwares an asset); 
 Must have a valid driver’s licence and access to a vehicle for travelling. 

 
Working conditions 
Permanent full-time position – 35 hours per week. 
Salary according to the current working conditions policy in force. 
This position is scheduled to start as soon as possible. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Send your CV before December 11, 2020, 4 :00 p.m.  
Municipality of the Township of Potton 

Attention : Claire Alger  
2, rue Vale Perkins, C.P. 330, Mansonville (Québec) J0E 1X0 

Courriel : alger.c@potton.ca 
Only selected candidates will be contacted 

 
 


