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Updates:

Completed work this period:
· CAO meetings with Public Works Operations Coordinator 
· Employee matters
· Council meeting follow up – letters, etc.
· August Utility Billing
· Tax Enforcement updates and reconciliations
· File interest on Property for Building Order
· Virtual webinar- Municipal Advisory info on Tax Enforcement Process - Cate
· Update Maintenance List in preparation to submit to SAMA – Submitted Sept 14/26
· Reviewed and completed SAMA callbacks
· Work on Standard Operating Procedures for all Assistant CAO duties (ongoing)
· Registered Water Operator for SWWA Conference in November
· Update and prepare mailing list for mailout of Ratepayer Meeting Summary
· Collaborate with Voyent to correct issue with specific region alerts
· Mill Rate Return Completed and submitted
· 2025 Municipal Waterworks completed and submitted – added to website
· Zoning Bylaw Amendment work completed and send for ministerial approval
· Ratepayers Meeting preparation and added to website
· Preparation of IMUC meeting material

Work Planning for this month & Upcoming Months:
· Tree Policy Completed
· Tax Abatement Policy completed
· Fire/Fireworks Bylaw
· Governance/ Health & Safety/HR Policies
· Noise Bylaw/Special Events Application
· Work on SOPs for PW & Administration
· Zoning bylaw complete update
· Performance Reviews with all staff - complete in next couple weeks (2 completed)
· Subdivision Agreements
· Bylaw updates drafted / Register with Bylaw Court 
· Asset Management plan update completed
· Violence Prevention/ Teamwork & Collaboration/ Conflict Resolution/How to Deal with Difficult Customers Training for all staff
· Complete electronic filing cleanup/organization


In addition to above, keep in mind that all staff have routine, day-to-day activities such as answering calls, emails, collecting & processing payments, payroll, communications out to resident via FB, website & Voyent Alert, preparing council agendas & drafting minutes, signing of cheques, etc., meetings, accounts payable, office cleaning, bylaw enforcement as required, building permits, change of ownerships, tax certificates, etc. that also consume a significant amount of time.
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