ZONING OFFICER

FLSA STATUS: EXEMPT

GENERAL DEFINITION:

This is an administrative/supervisory position with the Township. The employee administers and enforces the various Township ordinances. This person acts as the Township liaison to the Planning Commission.

REPORTING RESPONSIBILITY:

The employee reports to the Township Manager and directs Building Inspector, Fire Marshal, and Assistant Fire Marshal.

Zoning Administration

answers questions regarding zoning

enforces zoning ordinance 

enforces all other ordinances

issues permits & certifications

reviews plans for compliance with Subdivision & Land Development Ordinance

Code Enforcement Officer

acts as the Township Noise Control Officer 

enforces building codes

Directs Code Department

schedules work assignments

Personnel Administration

implements evaluation procedures for Code Department employees 

administers & implements personnel regulations 

administers training & development of employees coaches & counsels employees

Planning Commission Liaison

attends meetings 

coordinates reviews

Conservancy Board Liaison

attends meetings 

coordinates reviews

MARGINAL FUNCTIONS: None

PHYSICAL DEMANDS:  The employee must be able to walk, hear, see, speak, move 25 pounds from one location to another, use a phone, computer, adding machine, climb up and down ladders and stairs. In addition, the employee may be exposed to dirt, dust, mud, noise heat and cold. The employee must be able to drive a car.

MENTAL DEMANDS:  The employee must be able to read at a college level and have college level writing skills. The employee must be able to reason, solve problems and communicate with Township personnel, residents, contractors, vendors, builders, engineers, lawyers, etc. in both written and oral form.

REQUIRED EDUCATION AND EXPERIENCE:  The employee should have a high school diploma or equivalent and a minimum of 5 years experience in zoning and code enforcement. The employee must have a knowledge of zoning regulations and subdivision regulations, and a knowledge of building and construction practices.

REQUIRED SKILLS:  The employee must be able to use basic office equipment, have a basic skill level with computers and be able to read and understand architectural and engineering plans.

REQUIRED LICENSES:  Valid Drivers License

The PSATS Ordinance Database includes examples that townships can use when developing their own ordinances, job descriptions, and personnel regulations. Please keep in mind that these examples are merely an informational resource for you to use in developing your own ordinance, job description, or personnel regulation. PSATS does not guarantee the legal effectiveness of any of these examples, nor their appropriateness to any particular situation. These are for your judgment in consultation with your legal representative. PSATS encourages township officials to review and discuss all proposed ordinances, job descriptions, or personnel regulations with their township solicitor.
