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JOB OFFER

ASSISTANT DIRECTOR GENERAL / CLERK TREASURER

Located within the Le Haut-Saint-Francois Regional County Municipality (RCM), the
Municipality of Bury is distinguished by its strong heritage and cultural development potential.

The Municipality is seeking a dynamic, organized, and motivated individual to fill the position of
Assistant Director General / Clerk-Treasurer. Reporting to the Director General, the Assistant
Director General and Assistant Clerk-Treasurer holds a key strategic position within the
organization. The incumbent supports the Director General in the administration, management,
and efficient operation of the Municipality in accordance with the Municipal Code of Québec,
applicable legislation and regulations, as well as all resolutions, policies, and bylaws duly
adopted by the Municipal Council. This position offers the opportunity to play an active role in the
municipality's development and in enhancing services provided to residents.

Key Responsibilities

e Prepare, monitor, and manage the municipal budget in collaboration with the Director General and
department managers.

e Oversee the Municipality's financial management, including project financing, debt management,

and accounting entries.

Coordinate and participate in the Municipality's annual financial audit.

Manage municipal taxes, fees, and other revenue sources.

Prepare financial reports, budget analyses, and other financial documentation.

Supervise, guide, and support the Administrative Assistant, Office Clerk, Recreation and

Community Life Coordinator, and Public Works Coordinator in their daily duties, and perform

certain tasks in their absence when required.

e As Assistant Clerk, attend public meetings of the Municipal Council and assist the Director General
with the organization, preparation, and follow-up of council meetings.

e Serve on municipal committees or working groups as requested by the Municipal Council and/or
the Director General.

e Make recommendations to the Director General, and subsequently to the Municipal Council,
regarding operational improvements and organizational changes.

e Act on behalf of the Director General during periods of absence.

o Carry out any other specific assignments requested by the Director General.

e Perform all duties with professionalism, fairness, and integrity.

Qualifications

e University or college diploma in Finance, Accounting, Business Administration, Management, or a

related field, or an equivalent combination of education and relevant experience.

A minimum of two (2) years of experience in a similar position or in a management role.

Knowledge of and experience within the municipal sector.

Familiarity with software commonly used in municipal administration.

Efficient in both French and English, spoken and written.

Advanced proficiency with Microsoft Office applications (Word, Excel, Outlook, etc.) and the ability

to adapt quickly to new technologies.

Strong financial management, planning, and organizational skills.

e Excellent interpersonal and communication skills.

¢ Demonstrated tact, diplomacy, discretion, and sound political judgment with a consensus-building
approach.

e A high level of accountability, integrity, professionalism, and attention to detail.

Employment Conditions

This is a permanent full-time position consisting of 35 hours per week. Salary and benefits will
be determined based on qualifications and experience. Start date : as soon as possible.

Interested candidates are invited to submit their résumé, indicating "Assistant Director General
Position," by mail to the address below or by email at reception@bury.ca.
Only candidates selected for an interview will be contacted.
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