TOWN OF THOMSON

Position Description

POSITION:  Zoning Official /                                   BOARD APPROVED:   11/17/2016
                    Ordinance Enforcement               

REPORTS TO:   Town Board / Town Clerk             STATUS:  Full-time, Hourly Wage



             40 Hours per week/Overtime



  Additional Benefits as Stated



  One Year Probationary Period
PURPOSE AND SCOPE

The primary purpose of the position is to coordinate planning, zoning and development activities within the Town of Thomson.   Will also be responsible for enforcement of ordinances as directed by the Board and/or Clerk.
ESSENTIAL DUTIES AND RESPONSIBILITIES

The requirements listed below are representative of the knowledge, skill and/or ability required and may not include all duties performed by the individual.  To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. 
· Reviews applications for variances, subdivisions, and zoning changes.  Prepares recommendations to the Planning and Zoning Commission and Town Board.  

· Schedules public hearings for Planning and Zoning Commission and Board of Adjustments and Appeals as needed. Sends notices to members, residents and legal newspaper.
· Answers general questions from residents, appraiser’s, realtors, and others requesting zoning information.
· Reviews surveys and legal descriptions to ensure parcel splits are accurate and in compliance with Town requirements.  These are also reviewed by Town attorney.
· Works with Building Official to review site plans for all new construction, both residential and commercial.

· Assists with reviewing and updating the Town’s comprehensive land use plan and developing long-range strategic plans.

· Coordinates assistance on planning and zoning issues with Town attorney, Town engineer and Town building inspector.
· Initiates enforcement proceedings when ordinance violations occur; prepares letters and and/or contacts property owners by phone.  Works with alleged violators to ensure compliance with Town ordinances. Works with law enforcement and Town attorney as needed.

· Maintains all necessary records for day-to-day activities.

· Attends Planning and Zoning Commission meetings and hearings, Town Board meetings, and Board of Adjustments and Appeals hearings.
· Attend workshops and seminars to stay current with changes related to planning and zoning.

· Assists Town Clerk with projects as directed.

JOB TITLE:    ZONING OFFICIAL / ORDINANCE ENFORCEMENT
· Makes recommendations jointly with the Town Clerk to amend ordinances and policies to ensure they are updated as necessary.
· Performs other duties as assigned.

KNOWLEDGE, SKILLS AND ABILITIES
· Considerable knowledge of planning and zoning principles and practices.
· Working knowledge of residential, industrial, and commercial property development

· Working knowledge of the government processes and services, funding sources, and economic research methods

· Considerable ability to communicate effectively and diplomatically both orally and in writing with State and Federal agencies, private businesses, residents, elected officials, potential developers and Town staff, including formal presentations.

· Considerable ability to perform mathematical calculations, to analyze data and to prepare reports

· Considerable ability to represent the Town and negotiate outcomes desirable to the Town

· Considerable ability to operate various types of office equipment, including a telephone, calculator, copy machine, fax machine and computer, including programs such as Microsoft Office (Word, Excel), Adobe.
· Considerable ability to communicate effectively both orally and in writing with co-workers, supervisors and the general public
· Knowledge of applicable work safety standards and/or first aid measures

· Good organizational skills

· Ability to plan, prioritize, schedule and complete tasks with little supervision
· Ability to present oneself in a favorable manner to the public. 
· Ability to keep good records

ADDITIONAL REQUIREMENTS

· Ability to carry out instructions.
· Ability to maintain confidentiality.
MINIMUM REQUIREMENTS

· High School Diploma or GED

· Valid Class “D” Driver’s License 
· Previous experience within the Planning and/or Zoning field
DESIRABLE QUALIFICATIONS  

· Previous experience in similar position is preferred
JOB TITLE:    ZONING OFFICIAL / ORDINANCE ENFORCEMENT
PHYSICAL DEMANDS / WORK ENVIRONMENT

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
· Ability to make field inspections and negotiate rough terrain and dangerous property conditions.

· Must occasionally lift and/or move up to 20 pounds

· Vision abilities required by this job include close vision, distance vision, peripheral vision, depth perception, and ability to focus to use the computer, read code and statute and prepare reports.

· Required to walk, climb stairs, stand, talk, hear, and sit.

· Ability to work under stress from difficult situations, confrontations, and challenging individuals, demanding deadlines and/or changing priorities and/or conditions

NOTE TO EMPLOYEE: The undersigned Employee acknowledges that they have read and understand this Position Description, which includes the Physical and Environmental Factors List for the position.  Furthermore, that a copy of this Position Description will be provided to the Employee and the signed original will be placed in their personnel file.  Finally, that this Position Description shall define their position indefinitely unless later amended and duly adopted, at which time this same procedure shall be followed.

_______________________________________________ 
_________                                                          
             

Town Clerk
Date

_______________________________________________ 
_________                                                          
             

Employee
Date
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