
 
The Corporation of the Town of Gravenhurst 

 
POSITION DESCRIPTION 

 
Position Title:   Municipal Law Enforcement Officer (MLEO)  
 
Area/Department:   Community Growth & Development/Building    
 
Reports to:  Manager of By-Law Services 
 

POSITION SUMMARY 
 
Responsible for responding to complaints; investigating alleged by-law infractions; enforcing 
compliance with Town by-laws, regulations and Provincial Acts and regulations as they apply to the 
Municipality; enforcing the Ontario Building Code Act, (Property Standards and Building Enforcement) 
Municipal Property Standards By-law, Building By-Law, Zoning By-Law and the Fire Protection and 
Prevention Act (as authorized to enforce); assisting in or preparing related evidence for court; 
assisting in or preparing crown prosecution briefs; issuing offence notices under the Provincial 
Offences Act (i.e. parking tickets); conducting enforcement patrols, collecting and delivering 
monetary deposits to financial institutions as directed; providing Town security services as directed.  
Interacts with all contacts in a courteous, friendly and efficient manner to promote a high standard 
of customer service and public relations at all times. 
 

DUTIES & RESPONSIBILITES 
 
1. Investigates inquiries and complaints and conducts pro-active patrols regarding all Town by- 

laws and regulations, including but not l imited to,  parking, lot maintenance, property 
standards, animal control,  drainage, signs, property standards and ensures that appropriate 
action is taken to resolve the matter(s) or enforce compliance and complaint response follow-
up in a kind and courteous manner. 
 

2. Enforces The Ontario Building Code Act with respect to Property Standards and Building Code 
Enforcement and any other legislation be it provincial or municipal, pertaining to specific 
enforcement criteria (Property Standards By-Law, Comprehensive Zoning By-Law, the Planning 
Act, Fire Protection and Prevention Act  etc.) 

 
3. Enforces Orders pursuant to the Ontario Building Code Act; issues Orders via the direction of the 

Chief Building Official or on a case-by-case basis; enforces Orders on behalf of the Chief 
Building Official, ensuring compliance and where required, proceeds with legal or compliance 
action; ensures Orders have been served in accordance with the Ontario Building Code Act and 
are properly recorded into the database. 

 
4. Prepares detailed reports as requested by the Manager of By-Law Services on various matters 

related to own duties, and with respect to services provided by service area and Municipal 
Law Enforcement issues. Reviews by-laws, recommends and prepares amendments and 
updates when directed. 

 
5. Organizes own work under direction of Manager of By-Law Services. May be required to work 

with minimal supervision in a shift type operation. 

 
6. Prepares detailed court briefs and collects evidence for use in court; assists Town’s Prosecutor 

with court evidence as required. Attends court as required. 
 

 

 



 
7. Maintains daily detailed diary (electronic or otherwise) of activities and conducts research 

requested by the Manager of By-Law Services. 

 

8. Is a proactive and engaged member of the Municipal Law Enforcement team. Makes and 
lives up to commitments and follows up with team members to ensure satisfaction of 
commitments made to others. Acts as alternate designated person for Municipal Law and 
Police Services for hearing of First Attendance Court appearances on parking infractions in 
accordance with applicable legislation. 

 
9. Initiates litigation for enforcement and collection of fines upon receiving authorization. Makes  

presentations  and  provides  advice/guidance  on  strategies  and  new  or  pending legislation 
and regulatory guidelines, as necessary. 

 
10. Prepares and issues correspondence and maintains accurate records and up-to-date information. 

Under the direction of the Manager of By-Law Services, is responsible for the service area’s 
file management process. 

 
11. Assists in the establishment of departmental goals, objectives, plans, policies and budgets. 

Develops, recommends and administers procedures, programs, systems and standards. 

 
12. Keeps informed on relevant matters including legislation, regulations, practices, procedures, 

developments, trends, attends seminars, workshops, conferences and courses as required. 

 
13. Uses service area equipment and fleet in a responsible fashion. Reports fleet issues to the 

Manager of By-Law Services. 
 
14. Maintains effective and co-operative liaison, and exchanges information, with other staff, 

municipalities, government agencies, other organizations, members of the public, etc.; deals with 
all contacts in a courteous, friendly and efficient manner to promote a high standard of customer 
service and public relations at all times. 

 
15. Requires mandatory participation in a rotating schedule, including nights, evenings, weekends, 

overtime and statutory holidays. Split shifts may be required. 
 

16. Performs other duties, including special projects as may be assigned in accordance with corporate 
objectives. 

 
SUPERVISION REQUIREMENTS 

 
Positions Supervised Directly: n/a 
Positions Supervised Indirectly:    Municipal Law Enforcement Students (Seasonal) 
  

EDUCATION, SKILLS AND EXPERIENCE 
 

1. Community College diploma or a graduate of Police College and/or successful completion 
of the training systems of the Ontario Police College or other recognized police training 
facility, the Municipal Law Enforcement Officer’s Association or a Community College in the field 
of law enforcement. 

 
2. Thorough understanding of Municipal by-laws, Provincial Offences Act, and their enforcement; 

understanding of legal wording, by-laws and agreements; and the Occupational Health and 
Safety Act. 

 

 

 



 
 

3. Two (2) to Three (3) years’  experience as a By-law Officer, preferably in a municipal 
environment. 

 
4. Excellent interpersonal, project/time management, analytical, communication, presentation, 

public/media relations and problem-solving skills. 
 

5. Ability to think and act strategically in a political and community service environment, to build 
strong and enthusiastic staff teams and external alliances/partnerships, to align departmental 
programs/services with corporate goals and objectives, and to champion the mission and values 
of the Town. 

 
6. Extensive experience dealing with enforcement and difficult people and situations. 
 
7. Ability to interact effectively and courteously with all levels of staff and contacts in a Customer 

Service focused environment; build cooperative, collaborative working relationships with internal 
and external customers. 

 
8. Experience in court litigation proceeding and the preparation and giving of evidence. 
 

  9. Ability to negotiate for gaining compliance to laws and mediate on controversial issues and 
concerns between parties. 

 
10. Computer literacy utilizing Marmak, word-processing, spreadsheet, presentation and database 

software, the Internet, Cityview and MTO on-line electronic data transfer system. 
 

11. Must clear a police background records check and provide a certificate from an Ontario Police 
Service. 

 
 12. Good performance and work record. Physically able to carry out all job requirements. 
 

13. G license with a clean driver abstract satisfactory to the corporation and a reliable vehicle to use 
on corporate business if required. 

 
14.  Availability to attend evening meetings or other events, if necessary. 

 
The following education, skills and experience would be considered an asset: 
 

1. Municipal Law Enforcement Certificate; 
2. Provincial Offences Officer designation; 
3. Member of the Prosecutors Association and successful completion of Prosecutors Training; 
4. Member of the Ontario Property Standards Association and successful completion of 

certification requirements; 
5. Building and property inspection experience, and Provincial certification in Ministry 

qualifications as set out in the Ontario Building Code; 

6. Member of the OBOA (Ontario Building Officials Association). 

 
HEALTH & SAFETY RESPONSIBILITIES: 

 
1. To learn, understand and practice standard Town operating procedures. 
2. To be familiar with and comply with the provisions of the Occupational Health and Safety Act and 

Regulations; and the Towns Health and Safety Policies and Procedures. 
3. To take every reasonable precaution to protect themselves and fellow workers from health and 

safety hazards and unsafe situations. 
 



 
 
4. To report unsafe acts or conditions to a supervisor or Health and Safety Committee Representative. 
5. To report any occupational injury or illness immediately to a supervisor. 
6. To use personal protective equipment (PPE), where required. 
7.  To report any contravention of the Occupational Health and Safety Act. 
 

PHYSICAL/PSYCHOLOGICAL DEMANDS and WORKING CONDITIONS 
 
Environment: Work is conducted in an office environment with some exposure to criticism from the 
public. Ability to work in and around building and construction sites; exposure to inclement weather 
conditions, mechanical hazards, noise, and dust. Requirement to juggle priorities, verbally 
communicate to exchange information. deal with constant interruptions and changing demands during 
the course of a working day; occasions whereby an extremely short amount of time is available to 
complete a project or task (regularly); wide variety of tasks requiring ability to manage multiple projects 
and make independent decisions (daily); while maintaining a pleasant, professional and positive 
demeanour.  
 
Physical: Requirement for sufficient physical ability and mobility to work in an office setting and in a 
field environment; to stand or sit for prolonged periods of time; to occasionally stoop, bend, kneel, 
crouch, reach, and twist; walk on uneven terrain, loose soil, and sloped surfaces; to lift, carry, push,  
and/or pull light to moderate amounts of weight; to operate office equipment requiring repetitive hand 
movement and fine coordination including use of a computer keyboard; to travel to other locations; to 
operate equipment and vehicle. 
 
A Normal work week constitutes 5 days per week, Monday to Friday, or as required. Flexibility in hours 
may be required based on operational needs. 
 

CONTACTS 
 
Incumbent communicates regularly with municipal staff, Provincial ministries and government 
agencies, staff of other municipalities, and the general public. 
 

REVIEW/APPROVAL 
 
Incumbent: ____________________________ Date: _______________________ 
 
Immediate Supervisor: __________________ Date: _______________________ 
 
Human Resources:  ____________________ Date: _______________________ 
 
Affiliation: Union 


