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CAO SUCCESS CHECKLIST 
This comprehensive checklist is designed for new and aspiring Chief Administrative Officers 
(CAOs) as a one-page leadership reference tool. It draws from the key themes of the 'Charting 
Your Course' Toolkit, covering readiness, governance, operations, and long-term sustainability. 
Whether you are stepping into the role for the first time or seeking to strengthen your 
leadership practice, this checklist will guide your transition, build credibility, and help you lead 
with purpose, confidence, and clarity. 

1. Leadership Readiness & 
Transition 
 o I have assessed my readiness for the 

CAO role (governance, emotional 
intelligence, resilience, political 
acumen). 

 o I understand the difference between 
governing (Council) and managing 
(Administration). 

 o I have reviewed and negotiated a strong 
CAO employment contract. 

 o I am aware of the unique expectations 
and dynamics of the municipality I serve. 

 o I have a plan for the first 100 days to 
establish credibility, communication, and 
alignment. 

2. Governance & Political Acumen 
 o I have built or am building trust-based 

relationships with each member of 
Council. 

 o I maintain neutrality and provide 
objective, strategic advice to Council as 
a whole. 

 o I document direction, especially when 
received outside of formal processes. 

 o I proactively manage governance 
challenges and Council transitions. 

 o I understand my role in navigating 
divided Councils without taking sides. 

3. Strategic Implementation & 
Performance 
 o I have aligned operations with the 

Council’s strategic plan and priorities. 

 o I monitor and report on municipal 
performance using measurable 
outcomes. 

 o I support effective policy execution 
through collaboration with the Senior 
Leadership Team. 

 o I regularly review progress with Council 
and adapt plans as needed. 

4. Financial Management & Risk 
Mitigation 
 o I oversee fiscally responsible operating 

and capital budgets. 

 o I monitor financial health through clear 
reporting and long-term planning. 

 o I ensure transparent procurement and 
reserve policies are in place. 

 o I have established risk management and 
emergency preparedness strategies. 
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5. Human Resources & 
Organizational Leadership 
 o I lead by example and set the tone for 

respectful workplace culture. 

 o I conduct regular performance 
evaluations and leadership 
development. 

 o I support succession planning across all 
levels of the organization. 

 o I actively manage labour relations and 
workplace conflict with professionalism. 

 o I model ethical leadership and 
emotional intelligence, especially in 
times of tension. 

6. Public Engagement & 
Communication 
 o I maintain a visible and accessible 

leadership presence in the community. 

 o I use clear, consistent messaging to 
build public trust. 

 o I embrace social media and digital tools 
for engagement and transparency. 

 o I communicate complex issues in plain 
language and apply the “Coffee Shop 
Test.” 

7. Intergovernmental Relations & 
Advocacy 
 o I build strong relationships with 

provincial, federal, and regional 
partners. 

 o I advocate for municipal priorities while 
navigating jurisdictional boundaries. 

 o I represent the municipality professionally 
at external meetings and events. 

8. Innovation, Growth & 
Sustainability 
 o I encourage innovation and continuous 

improvement across the organization. 

 o I lead digital transformation and 
modernization of municipal systems. 

 o I support economic development and 
long-term infrastructure planning. 

 o I promote sustainable service delivery 
and climate resilience strategies. 

9. Self-care & Long-term Success 
 o I prioritize well-being and maintain 

healthy boundaries. 

 o I have a strong peer network or mentor 
through CAMA or other associations. 

 o I reflect regularly on my leadership style, 
growth areas, and legacy goals. 

 o I am preparing for the future—
succession planning, knowledge 
transfer, and leadership sustainability.


