
 

 

 

 
The Municipality of Bayham 

 

 is seeking one (1) qualified person to fill the new position of 

 

Executive Administrative Assistant 
 
This position reports to the CAO and Treasurer, will include administrative assistance to support 
the general governments department including the Office of the CAO and Clerk and secondary 
support to finance department at the front counter. Additional support to Manager of Public works, 
Fire Chief or council assigned projects from time to time. 
 
Qualifications will include the following: 
 

• Diploma or degree in Public Administration, Business Administration, or a related field 
(equivalent experience may be considered) 

• Experience in a municipal setting (approximately five years) with demonstrated 
understanding of municipal operations and administrative/project experience is desirable 
but not required. Considerations for NFP or corporate experience. 

• Experience in project management and/or policy development is considered an asset 

• Completion of, or enrollment in, the AMCTO Programs is an asset 

• Strong organizational, time management, and multitasking abilities 

• Excellent verbal and written communication and interpersonal skills 

• Advanced proficiency in Microsoft 365 (Outlook, Word, Excel, PowerPoint, Teams) and 
internet applications 

• Demonstrated ability to handle confidential and sensitive information with discretion 

• Strong analytical, problem-solving skills, and attention to detail 

• Ability to work both independently and collaboratively in a team environment 

• Knowledge of municipal governance, policies, and procedures is an asset 

• Valid Ontario driver’s licence and access to a reliable vehicle 
 
The starting rate of pay for this position is $27.96- $34.95 per hour (2026 rate).  Regular hours of 
work will vary Monday to Friday, a minimum of 7 hours and may be up to 32 hours per week. 
 
To apply, deliver your resume by 11:00 AM Friday July 17, 2026 to: 
 
   Lorne James, CPA, CA 
   Acting CAO / Treasurer 
   Municipality of Bayham 
   P.O. Box 160 
   56169 Heritage Line 

Straffordville 
   N0J 1Y0 
   E-mail address:  ljames@bayham.on.ca   
 

 
The Municipality of Bayham is an Equal Opportunity Employer. 
 
If you require accommodation at any time throughout the employment activities process, please contact us at: 
519-866-5521, accessibility@bayham.on.ca or by visiting  www.bayham.on.ca and we will make every effort to 
provide appropriate assistance pursuant to the Municipality of Bayham Employment Activities Accommodation 
Policy. 
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Personal information collected in response to this notice will be managed in accordance with the requirements of 
the Municipal Freedom of Information and Protection of Privacy Act, and will be used only to determine eligibility for 
employment.  
 
Bayham does not use artificial intelligence (AI) in its hiring processes. 

Posting Date: June 30, 2026 

 


