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	Position title:
	Bylaw Officer
	Pos. No:
	834

	Department & Division:
	Strategic Initiatives
	Effective date:

	June 2026

	Reviewed OR Amended date:
	Amended June 2026
	Approved by:
	Director of Strategic Initiatives



	POSITION FUNCTION

	Reporting to the Director of Strategic Initiatives, the Bylaw Officer interprets, monitors, investigates and manages compliance with Township bylaws, policies, procedures and regulatory requirements; [appointed by Council as the Township’s Bylaw Officer].

	KEY DUTIES

	Respond to public inquiries and complaints by clearly explaining Township bylaws, policies, and procedures. Navigate sensitive, complex, and potentially controversial issues while negotiating effective and respectful resolutions.

Conduct investigations and site inspections related to non-compliance with Township bylaws. Evaluate findings and determine appropriate enforcement actions.

Support community awareness by providing accurate and accessible information about regulatory requirements and the intent of Township bylaws, fostering public understanding and compliance.

Issue warning letters, tickets, and formal correspondence to promote understanding and adherence to bylaws.

Consult with the Director to assess enforcement options and provide recommendations regarding escalated actions, including adjudication or legal proceedings.

Build and maintain strong working relationships with internal departments, external agencies, community organizations, and the public to ensure a coordinated and solutions-focused approach.

Create, organize, and maintain accurate and comprehensive records, files, and technical documentation in accordance with departmental standards.
Perform other related duties as required to support departmental objectives.

	INDEPENDENCE

	Work is generated by public complaints, by direct observation and by investigation and community recommendations.

Work is carried out independently, with exceptional situations such as proposed bylaw amendments or highly sensitive community issues being referred to the Director of Strategic Initiatives.

Performance is assessed by the Director of Strategic Initiatives based upon consistency of approach in resolving complaints as well as, consistent effort and initiative in proposing innovative resolutions to sensitive issues.

	WORKING CONDITIONS

	Physical effort:
Normal.
Mental effort:
High: multiple deadlines and frequent requirement to resolve sensitive situations.
Visual/auditory effort:
Normal.
Work environment:
Normal: both office and in the community.

	KNOWLEDGE, KEY SKILLS, AND ABILITIES

	Model the Township’s core values in all program activities.
Knowledge
· Township bylaws, policies, procedures and protocols.
· Evolving trends, developments and improvements in bylaw enactment and management.
· Relevant federal and provincial statutes and regulations.
· Relevant software and computer applications.
· Statutory and regulatory language.
· Principles of positive public relations.
Skills 
· Strong written and verbal communication.
· Excellent interpersonal and client awareness.
· Strong Problem analysis and solving.
· Microsoft Office, Tempest Database System.
Abilities
· Interpret, administer and enforce Township of Esquimalt bylaws and policies. 
· Work independently without supervision and perform well under pressure. 
· Demonstrated ability to manage difficult situations and individuals in an effective, calm, and non-confrontational manner.
· Effective customer service.
· Maintain accurate records and files.
· Work varied times on both weekdays and weekends. 

	QUALIFICATIONS

	Formal education, training, and occupational/professional certification:
· High School Diploma or equivalent.
· Recognized certification or training in Bylaw Enforcement, Criminal Justice, Community Safety, or a related field. 
· Class 5 BC driver’s licence.
Experience:  
· 2-3 years of related experience, or an equivalent combination of education and experience.

	OTHER

	Length of time to become familiar with job duties and responsibilities: 6 months.
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