Middletown, CT
Job Description

Classification Title Zoning/Wetlands Officer

Job Code

Department Planning, Conservation & Development
Union Group Teamsters 671

FLSA Status Non-Exempt

Pay Grade

PURPOSE OF POSITION

The purpose of this position is to provide assistance in and enforce planning, zoning

and wetlands regulations. Fhe-werk-isperformed-underthe-direction-of-the Directorof
Planning, Conservation & Development.

ESSENTIAL DUTIES & RESPONSIBILITIES

The intent of this job description is to provide a representative summary of the major
duties and responsibilities performed by incumbents of this job. Employees may be
requested to perform job-related tasks other than those specifically presented in this
description.

Interprets and enforces planning, zoning and wetlands codes and regulations.

mspeets—subdraﬁgensrteﬁen&%eﬁed&eemphaneeConducts multlple zoning and

wetlands inspections of properties. Inspects properties in violation as well as
properties subject to compliance with recent development approvals by land use
commission. Provides documentation of inspections.

Assists public with zoning and wetland matters. Assists applicants/recipients with

federally funded housing and community development loans.

Serves as staff to municipal land use boards and commissions. Provides
information and reports. Conducts joint site inspections.

engmee#sJée#ening#admngnterfaces Wlth C|tv staff developers and prlvate

professionals for public and private projects.

»—Prepares a variety of reports, documents and correspondence. :-cComposes activity

reports for Commissions—lssues-cease-and-desist-orders:
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o Checksneotification-signsforpublic-hearingsin-the-field-Participates as a member of

the Code Enforcement Task Force.

e Perform other related duties as assigned.

MINIMUM JOB QUALIFICATIONS
Education and Experience

equwalent—knem#edge—skﬂlsand—abﬂ&res—Hmh School Dlploma or equwalent

Appropriate education substitutions can be made.
Other

o Positionreguires-Conn. Association of Zoning Enforcement Officials certification
within ene{1)}-yeartwo years of the intialinitial date of employment. -and-the

on of o valid vt deivors l |

PREFERRED QUALIFICATIONS

Two to four years of college, at least two years of enforcement experience and CT
Certified Zoning Enforcement Official Certification.

KNOWLEDGE, SKILLS, and ABILITIES
o Reguires-the-aAbility to perform mid-level data analysis including the ability to audit,

deduce, assess, conclude and appraise. Reguires-diseretionin Ability to
determineing and referenceing such to established criteria to define consequences

and develop alternatives.
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o Reguires-the-aAbility to persuade, convince, influence, train and monitor, in favor of
a desired outcome. Reguires-the-aAbility to act as a lead person.

o Reguiresthe-aAbility to utilize reference, descriptive, consulting, design and advisory
data and information such as permit applications, site plans, reports, maps, law
books, statutes, ordinances, codes, legal briefs, economic analysis, and
organizational analysis.

—Must possess

problem solving, intuitive and interpretive skills

e Ability to Rrelate to and interact with a non-traditional and diverse student and
employee population

e Ability to Wwork independently

e Ability to Rread, analyze, and interpret standards, policies, procedures, and
regulations

e Ability to Bdevelop and write reports, policies, and correspondence
e Ability to Hhandle common inquiries or complaints
e Ability to Bdefine problems, collect data, establish facts, and draw valid conclusions

e Ability to finterpret an extensive variety of data and instructions in written, oral,
schedule, mathematical, or diagram form and deal with several abstract and
concrete variables

e Ability to Pperform mathematical computations such as addition, subtraction,
multiplication, division. Calculate percent distributions, increase rates, and similar
computations.

e Ability to Eexercise good judgment and focus on detail as required by the job

e Ability to Soperate standard office equipment, such as computer keyboards and
monitors, copiers, scanners, and telephone

e Ability to Yuse (or learn to use) computer software and systems applicable to the
position
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e Ability to Ffollow oral and written instructions and procedures

e Ability to ©collect, organize, and interpret data and prepare accurate records

e Ability to €compare data from a variety of sources for accuracy and completeness

e Ability to Mverify and maintain accuracy of detailed data and information, detect data

errors

e Ability to Mmeet schedules and deadlines of the work unit

e Ability to €communicate in English effectively orally and in writing

e Ability to Mmaintain well-organized materials, files, systems and tools
e Ability to Aadapt to changes in work situations and priorities

e Ability to Rreason/analyze; use logic to identify and resolve problems
e Ability to Eevaluate, organize, and summarize data and information

e Ability to Eestablish and maintain constructive and cooperative interpersonal
relationships with staff, peers, supervisors, or managers in the work unit and other
departments, as well as with staff of outside entities and other individuals, as
applicable to the essential duties and responsibilities

e Ability to Ssatisfyies the needs of internal and external customers accurately and
promptly, treating customers with fairness and respect.

PHYSICAL REQUIREMENTS
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Exerting up to 20 pounds of force occasionally, up to 10 pounds of force frequently,
and/or a negligible amount of force constantly having to move objects. If the use of arm
and/or leg controls requires exertion of forces greater than that for the Sedentary Work
category and the worker sits most of the time, the job is rated Light Work.

WORKING CONDITIONS

The working conditions described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the
essential functions.

Position requires stooping, kneeling, crouching, reaching, climbing and balancing.

The City of Middletown, CT is an Equal Opportunity Employer. In compliance with the
Americans with Disabilities Act, the City will provide reasonable accommodations to
qualified individuals with disabilities and encourages both prospective and current
employees to discuss potential accommodations with the employer.

Date created: 03/18/15

Dates revised




