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   PLANNING AND ZONING Director
General Statement of Duties
Performs responsible professional planning, permitting and zoning code enforcement duties for the Town.


Distinguishing Features of the Class

An employee in this class performs planning. permitting and zoning code enforcement duties.  Work includes interpreting land use codes, reviewing permit applications, receiving complaints, inspecting sites, interpreting and explaining ordinances to the public, and working with owners to comply with the local rules and regulations.  Work also includes processing enforcement paperwork, calculating permit fees, enforcing the minimum housing code and managing the Town’s website.  Work requires knowledge of local and related state laws, ordinances, environmental issue and extensive public contact and conflict resolution skills. The employee is exposed to inside and outside environmental conditions, and irate citizens.  Work is performed under regular supervision of the Town Manager and is evaluated through conferences, reports, and reactions of the public and property owners.


Duties and Responsibilities

Essential Duties and Tasks
Maintains and administers zoning ordinance, subdivision ordinance and flood plain ordinance; coordinates zoning permits, special use permits, rezoning applications and ordinance amendments; meets with property owners, applicants, developers regarding planning, zoning and use regulation.

Generates and presents agenda to Planning Board/Board of Adjustment; attends meetings and makes reports as staff support to these Boards.

Coordinates application and review of site plans, subdivision plans and plats for compliance with related ordinances and assists with review or assigns to contract agencies.  

Researches property information, creates project file and prepares correspondence and required notices to adjacent property owners and applicants regarding planning and zoning activities.

Receives complaints and investigates issues regarding the planning and zoning ordinances and minimum housing code violations; visits sites and follows up with property owners and tenants to alleviate problems; issues notices of abatement and works closely with Town Attorney on issues of non-compliance.
Responds to daily inquiries from the public on interpretation of planning and zoning questions; refers technical and precedent setting questions to the Town Manager.
Distributes and reviews building permit applications; review plans for completeness and maintains building permit log; enters inspection data into the computer system to maintain records of all inspections performed; calculates permit fees.
Manages the Town’s website and social media content; performs regular updates to the site or makes posts as requested by the Manager or Council to promote Town services and other related information.

Additional Job Duties
Performs related duties as required.


Recruitment and Selection Guidelines

Knowledges, Skills, and Abilities
Considerable knowledge of principles and practices of zoning, interpretation, and code enforcement.


Considerable knowledge of the Town’s zoning and development codes and ordinances  and 

other related local ordinances.

Working knowledge of governmental laws, programs, and services related to the code enforcement processes and procedures.


Knowledge of the principles and practices of Planning and applicable laws regarding planning, subdivisions, building permits, and development regulation.

Knowledge of the application of information technology to research and report work activities, including knowledge of software needed for website preparation and updates; GIS, spreadsheets and other platforms used in permitting and planning functions.
Ability to interpret local ordinances, rules, and regulations.

Skill in conflict resolution.

Ability to work effectively with employees and the general public in code enforcement situations.

Ability to communicate effectively in oral and written forms.

Ability to document and complete required records and reports.

Physical Requirements

Must be able to physically perform the basic life operational functions of walking, talking, hearing and repetitive motions.

Must be able to perform light work exerting up to 20 pounds of force occasionally, and/or up to 10 pounds frequently, and/or a negligible amount of force constantly to move objects. 

Must possess the visual acuity to prepare and analyze data and figures, operate a computer terminal, operate a motor vehicle, perform field site inspections, and use measurement devices. The worker is subject to both inside and outside environmental conditions.
Desirable Education and Experience

Associate’s degree in planning, geography, law enforcement or related field, and some experience in zoning code enforcement and planning; or an equivalent combination of education and experience. 

Special Requirements
Possession of a valid North Carolina driver's license.


Ability to obtain zoning or code enforcement certifications as desired by the Department.
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