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Title:		Zoning Administrator
Reports To:	Township Trustees
Location:	3025 Johnsville Brookville Rd, Brookville, OH 45309
Job Type:	Part-Time (20-25 hour per week)
Salary:		$16-$18 Based on Experience


Job Summary:	
Under the general direction of the Perry Township Board of Trustees, the Zoning Administrator manages daily operations of the department; works with the public to process zoning complaints, applications and appeals; maintains all files and completes administrative procedures related to zoning cases.

Responsibilities include, but are not limited to the following: 
· Processes zoning complaints, applications, and appeals
· Follows all applicable job descriptions per personnel handbook
· Maintains catalog of site plans as approved by the Board of Zoning Appeals, Zoning Commission and Board of Trustees
· Investigates zoning violations
· Conducts field inspections of site plans approved by the Board of Zoning Appeals, Zoning Commission and Board of Trustees
· Conducts field inspections of approved plans
· Attends regular meetings of the Board of Trustees
· Issues all necessary Zoning Certificates as required by Perry Township Zoning Regulations
· Other duties as assigned, or referenced in the Ohio Revised Code
· Maintain records of subsurface drainage as provided

Job Requirements:
· A general knowledge of planning and zoning concepts, ability to communicate orally and in writing; ability to type and organize
· Provide leadership to update Zoning Text through Zoning Commission and Board of Zoning Appeals
· Noxious Weed Notification /Nuisance Abatement
· Township liaison with adjoining areas other agencies and State Park board

Special Projects:
· As appointed by Board of Trustees

Please send resumes to offices@perrytownship-mcoh.org Attn: Trustees or Mail to 3025 Johnsville Brookville Rd, Brookville, OH 45309 or resumes can be dropped off at the Admin building during offices hours of (M-Thur 8a-1p)
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