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Department:  Environmental, Planning and Zoning FLSA Status:  Non Exempt 

General Definition of Work 

Performs difficult professional work administering and directing the activities of the environmental services, 

planning and zoning department, staff, budgets and operations, responding to after hours or emergency situations, 

and related work as apparent or assigned.  Work involves setting policies and goals under the direction of the 

County Administrator.  Departmental supervision is exercised over all personnel within the department. 

 
Qualification Requirements 

To perform this job successfully, an individual must be able to perform each essential function satisfactorily.  The 

requirements listed below are representative of the knowledge, skill and/or ability required.  Reasonable 

accommodations may be made to enable an individual with disabilities to perform the essential functions. 

 
Essential Functions 

Administers, interprets and supervises the enforcement of the zoning and subdivision ordinances; ensures 

compliance with the county comprehensive land use plan, and other local, state and federal regulations. 

Develops, suggests and implements amendments to the ordinances; ensures ordinances stay in compliance with 

local, state, and federal standards, codes and laws. 

Oversees environmental, planning and zoning staff, and programming. 

Develops and administers the department budgets; assists in the administration and creation of the budgets for 

specific programs related to Feedlot, Solid Waste, and the Water Plan. 

Reviews, issues or rejects applications and plans for zoning permits, conditional use permits, rezoning requests, 

variances and subdivisions; collects and records fees. 

Reviews and/or assists in the review of environmental assessment worksheets and environmental impact statements. 

Uses GIS and other software to compose and create maps to assist  public agencies, staff or citizens; creates layers 

for GIS mapping as needed or requested. 

Prepares for and attends regular meetings and hearings as a representative of the department and county. 

Acts as secretary to the Board of Adjustment and advisor to the Planning and Zoning Commission; prepares and 

posts official notices; creates official mailing notifications. 

Takes and responds to citizen or outside inquiries regarding zoning objectives and processes, environmental 

requirements and public concerns regarding land use, subdivision, shoreland, and septic regulations. 

Conducts onsite zoning inspections pertaining to zoning, subdivision and septic compliance; coordinates and 

develops a plan to bring landowners into compliance if necessary. 

Works in cooperation with other county staff, local and state agencies or the legal system to bring the property into 

compliance. 

Plans, organizes and coordinates inspections and enforcement programs including department standard procedures 

and practices, determining priorities, interpreting codes and delegating duties. 

Meets with potential clients applying for the septic upgrade loan program; submits applications and paperwork on 

their behalf; reviews lien searches to insure that they comply with county regulations; manages and finalizes 

paperwork. 

Reviews and approves septic designs; conducts onsite inspections or soil verifications; develops plans for 

improvement of septic program if necessary in order to stay in compliance with state regulations. 

 

Knowledge, Skills and Abilities 

Comprehensive knowledge of local, state and federal laws, regulations, statutes and ordinances pertaining to zoning, 

planning and environmental services; comprehensive knowledge of local maps, zoning, flood plans, and plats; 

comprehensive knowledge of septic system design; thorough knowledge of blue prints, site plans and surveys; 

thorough knowledge of engineering drawings; comprehensive skill creating and facilitating a budget; comprehensive 

skill creating public notices and mailings; comprehensive skill creating permits and variances; comprehensive skill 

monitoring septic designs; thorough skill writing zoning violations; thorough skill operating standard tools of the 

trade; thorough skill operating standard office equipment and applicable hardware and software; general skill 

operating standard video and voice recording devices; general skill operating standard accounting software; ability 
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to make arithmetic computations using whole numbers, fractions and decimals; ability to compute rates, ratios and 

percentages; ability to understand and apply governmental accounting practices in maintenance of financial records; 

ability to calculate basic statistical analysis; ability to establish and maintain effective working relationships with 

citizens, staff, elected officials, developers, contractors, similar agencies, engineers, surveyors, attorneys, realtors, 

appraisers, and the general public. 

 
Education and Experience 

Bachelor's degree in urban or regional studies, geography, environmental science, or related field and considerable 

experience working as a planner, inspecting septic systems, or equivalent combination of education and experience. 

 

Physical Requirements 

This work requires the occasional exertion of up to 25 pounds of force; work regularly requires speaking or hearing, 

using hands to finger, handle or feel and repetitive motions, frequently requires sitting and occasionally requires 

standing, walking, climbing or balancing, stooping, kneeling, crouching or crawling, reaching with hands and arms, 

pushing or pulling and lifting; work requires color perception; vocal communication is required for expressing or 

exchanging ideas by means of the spoken word and conveying detailed or important instructions to others 

accurately, loudly or quickly; hearing is required to perceive information at normal spoken word levels and to 

receive detailed information through oral communications and/or to make fine distinctions in sound; work requires 

preparing and analyzing written or computer data, visual inspection involving small defects and/or small parts, using 

of measuring devices, operating machines, operating motor vehicles or equipment and observing general 

surroundings and activities; work occasionally requires exposure to outdoor weather conditions; work is generally in 

a moderately noisy location (e.g. business office, light traffic). 

 

Special Requirements 

Onsite sewage treatment certification within one (1) year. 

Valid driver's license in the State of Minnesota. 

 

Other Requirements 
  

The incumbent may encounter not public data in the course of these duties. Any access to not public data should be 

strictly limited to accessing the data that are necessary to fulfill the employment responsibility. While data are being 

accessed, incumbent should take reasonable measures to ensure the not public data are not accessed by individuals 

without a work reason. Once the work reason to access the data is reasonably finished, incumbent must properly 

store the not public data according to the provisions Ch. 13. If a new work assignment requires access to not public 

data, the incumbent is permitted to access not public data for the work assignment purposes only. Any access to not 

public data must be strictly limited to the data necessary to complete the work assignment and after the assignment 

is completed, the employee’s work assignment no longer requires access. 
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