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ZONING ADMINISTRATOR/CODE ENFORCEMENT OFFICER JOB DESCRIPTION

General Statement of Duties

Performs technical, administrative and inspections work in the enforcement of zoning and other town regulations, and conducting studies for Community Development Department.


Distinguishing Features Of The Class

An employee in this class performs technical, administrative, and investigative work in the enforcement of zoning regulations and related provisions for the Town.  Duties include coordinating enforcement of the Town’s zoning and nuisance regulations; conducting on-site inspections to ensure compliance; issuing permits; assisting individuals with development issues in determining applicable zoning and land use; providing staff support to the Board of Adjustment/Lake Structure Appeals Board; and conducting site reviews for zoning compliance in areas such as traffic, setbacks, landscaping and neighborhood impact. The employee is also responsible for conducting planning and development research relative to specific projects. Independent judgment and initiative must be exercised in determining if zoning regulations requirements are met and in performing various planning duties as assigned.  Considerable tact and firmness are required in dealing with property owners and the general public on zoning, nuisance, and other enforcement related matters.  Work is performed under the general supervision of the Community Development Director and is evaluated through conferences and review of work performed.


Duties and Responsibilities
Essential Duties and Tasks


Administers and enforces various land use and nuisance regulations; processes and approves development permit applications including answering questions and inquiries, interpreting and applying ordinances to particular situations; and issuing permits for zoning compliance, signs and reviews plans for development proposals.


Conducts site-plan reviews including construction drawings; measures heights from elevation grades, etc., and recommends revisions to assure compliance with codes. 


Issues notices of violations, penalties, warnings and stop-work orders.


Conducts field inspections of property to determine compliance with various land use and nuisance regulations.


Researches and makes recommendations concerning land use and other regulations; responsible for enforcing those regulations; assists with drafting ordinances, resolutions, and amendments; and handles complaints concerning land use and nuisance regulations.


Conducts research on to specific projects to assist the Community Development Director with long range planning efforts and development regulations.


Responds to and investigates complaints of zoning and other town code violations; works with agencies to resolve code issues.


Attends public meetings and prepares information for public presentations; provides staff support to the Board of Adjustment/Lake Structure Appeals Board; summarizes issues in cases before the adjustment board; provides assistance to citizens regarding the interpretation of zoning and other regulations, and on presenting variance appeals Board of Adjustment applications.

Maintains, maps, logs and records and prepares periodic and special reports.


Takes pictures of possible violations to document findings.

Additional Job Duties


Performs related work as assigned.

Recruitment and Selection Guidelines

Knowledges, Skills and Abilities

Considerable knowledge of legal procedures as related to the enforcement of zoning laws and regulations in North Carolina.


General knowledge of the principles and practices of land use planning concepts, procedures and policies.

General knowledge of planning techniques, tools and procedures, research techniques and reporting methods.


General knowledge of geography, topography and effects of water.


General knowledge of the current literature, trends, and developments in the field of zoning administration.


Skill in interpretation of codes and in their application to specific situations.


Skill in reading and interpreting maps, plans and specifications.

Skill in the collection, analysis and presentation of technical data and zoning recommendations.

Ability to establish and maintain effective working relationships in an enforcement capacity with the public, contractors, builders, property owners, boards, officials, co-workers and supervisors; to establish and maintain effective working relationships as necessi​tated by work assignments.


Ability to enforce regulations tactfully and firmly.


Ability to establish and maintain effective record-keeping systems.


Ability to express ideas effectively orally and in writing.

Physical Requirements:
Must be able to physically perform the basic life operational functions of reaching, standing, walking, grasping, talking, hearing, and repetitive motions.

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

Must possess the visual acuity to examine and work with maps, charts, and detailed materials, operate a computer, inspect sites regarding planning issues, and to read extensively.

Desirable Training and Experience

Graduation from a four-year college or university with course work in planning or a related field and considerable experience in code enforcement, planning or a related field; or an equivalent combination of experience and training.  
Special Requirements

Possession of a valid North Carolina driver's license.  

Possession of the Certified Zoning Official (CZO) certification or willingness and ability to successfully obtain CZO certification within two years from the date hired.
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