
PLANNING AND ZONING ADMINISTRATOR

WEBSTER COUNTY

JOB GOAL

Performs administrative, supervisory, and zoning enforcement duties.  Assures compliance with local, state and federal codes and standards. Coordinates activities of Planning and Zoning Commission and Board of Adjustment.  Acts as Flood Plain Administrator.

QUALIFICATIONS

TRAINING AND EXPERIENCE
· Bachelors of Science Degree in Community Planning or related experience.

· Minimum of 2 years of experience in County (or city) Zoning is preferred.

· GIS (Geographic Information System) Certification is preferred.

PERFORMANCE RESPONSIBILTIES

PUBLIC RELATIONS
Establishes a positive public relations image of the County through:

· the effective handling of incoming telephone calls;

· personal contact with other employees, citizens, and elected officials; and

· providing assistance of the highest quality to County citizens and other office customers.
GENERAL DUTIES
· Plans directs, implements, and participates in the daily operation of zoning enforcement and administration, to meet requirements of local, state and federal regulations and policies.
· Plans, prioritizes, schedules all zoning issues.
· Consults with the county departments regarding department projects, priorities, and budget issues.
· Prepares, submits and implements a zoning budget.
· Prepares, maintains, updates, and completes required reports to regulatory agencies.
· Prepares and maintains a variety of logs and reports relating to inspection/enforcement activities.
· Reviews and approves site plans to ensure compliance with zoning ordinance, subdivision regulations, comprehensive plan, and flood plain management ordinance.
· Assists with economic development activities and projects, including RISE or other grants, residential, commercial and industrial programs for CITY (TIF, CURA, CLURA, WHIP, etc), State (WHP, HQJC, etc) and Federal (New Market) and other economic development programs.
· Travels to construction and building sites.
· Inspects structures, buildings, and land uses to identify any deviation from established zoning and land use regulations.
· Issues building permits in compliance with the zoning ordinance.
· Interprets the boundaries of flood hazard areas of unincorporated Webster County as found in the Flood Insurance Rate Maps (FIRM) and assure compliance to federal and state regulations governing building in a flood plain.
· Investigates unlawful land use and building activities and initiates corrective action.
· Issues violation notices or approvals as indicated.
· Reviews applications for variance, special exception, and appeal requests and makes recommendations for Board of Adjustment hearings. Schedules hearings including notifications and legal publications.
· Acts as secretary for Board of Adjustment.
· Reviews applications for subdivision development and amendments and makes recommendation to the Zoning Ordinance and district boundaries. Schedules hearings for the Planning and Zoning Commission and the Supervisors including notification and legal publications.
· Acts as secretary for the Planning and Zoning Commission.
· Conducts research as requested by the Planning and Zoning Commission and the Board of Adjustment.
· Responds to inquiries from the public, contractors, developers, property owners, and other public and community officials concerning county zoning and flood plain management.

GIS (GEOGRAPHIC INFORMATION SYSTEM) DUTIES
· Researches, analyzes, develops and maintains a county wide GIS system, coordinating and administering GIS database, system maintenance, programming and customization.
· Coordinate all data sharing, report and map generation.
· Coordinates information exchanges with other federal / state / county / city agencies, vendors, etc.
· Coordinates, creates, modifies and maintains various regional maps and other graphic information.
· Provides information and responds to inquiries from contractors, developer, property owners, staff and the general public.
· Gathers and provides information to contractors, consultants, county employees / departments, and the public, including as-built drawings, aerial photographs, easements, right-of-way information and utility locations.
· Creates special maps requested by departments on an as-needed basis.
Individuals interested in Planning and Zoning Administrator position, can apply by going to the Webster County website (http://www.webstercountyia.org).  Click on Human Resources tab and Employment Opportunities link.

Individuals with questions about the position can contact:

Ted Vaughn

Director of Human Resources

Webster County

701 Central Avenue

Fort Dodge, Iowa 50501

Telephone:  515-573-1148

Email:  Ted.Vaughn@webstercountyia.org
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