
ASSISTANT ZONING ADMINISTRATOR

DEFINITION

The major purpose of the Assistant Zoning Administrator (AZA) classification is to support and assist the Zoning Administrator in administering the county’s land use regulation program by providing focused attention and specialized expertise in key functional areas.  There are two AZA positions in the Zoning Division of the Planning and Development Department: 1) functional emphasis on administering the county’s land division review program (LDR).  2) functional emphasis on staffing the Board of Adjustment and administering county zoning ordinances directly associated with natural resource protection (BOA/NRZ); and both AZA positions share a common functional area amounting to about a third of each position’s responsibilities, namely to assist the Zoning Administrator in the administration and enforcement of the county’s general zoning ordinance and other related ordinances, staffing the county zoning committee, and performing numerous other related tasks, as needed and assigned by the Zoning Administrator, and to act in a leadership capacity for the division in the absence of the Zoning Administrator.  

EXAMPLES OF DUTIES

Duties common to both AZA positions include but are not limited to the following: assist the Zoning Administrator in reviewing zoning map amendment petitions, conditional use permit applications, zoning permits, and other related permits; assist in the processing of petitions for ordinance amendments and conditional use permits, including preparing staff reports; attend meetings outside of regular work hours, as needed and assigned by the Zoning Administrator, including, but not limited to the Zoning Committee, Board of Adjustment, County Board, and local municipal government meetings, and perform ancillary duties associated with meeting preparation and staffing; assist in inspecting projects under construction for compliance with county ordinances; investigate complaints of ordinance violations and initiate appropriate legal action; provide procedural and occasional formatting and technical advice to engineers, surveyors, architects, developers and builders; oversee the preparation of notices for public hearings and other meetings; review applications for Farmland Preservation Agreements for compliance with both state law and county standards; certify land for zoning and planning compliance for farm owners who are applying for tax benefits; occasionally act in a leadership capacity for Division operations and County zoning committee support in the absence of the Zoning Administrator; assist in the preparation and maintenance of rural number base maps; assist in the assignment of rural numbers and road names; assist in maintenance of zoning maps; and assist in coordinating land use-related activities with other governmental units.
LDR POSITION:

Analyze, respond to, report on, and make recommendations regarding applications for land divisions (certified survey maps) and subdivisions (plat maps) for conformance with relevant local ordinances (primarily Chapter 75, D.C. Ords.), and state statutes (including but not limited to Chapter 236, Wis. Stats.); assess survey map compliance with technical requirements in consultation as needed with the County Surveyor; review digital mapping data to assess physical characteristics of lands included in proposed certified survey maps and subdivision plats, and conduct occasional on-site inspections; and research land records for development restrictions and relevant property history information.

BOA/NRZ POSITION:

Staff the county’s Board of Adjustment by reviewing Board of Adjustment applications; prepare public notices; prepare staff reports; attend Board of Adjustment meetings; prepare agendas and meeting minutes; and providing technical advice to the Board of Adjustment and the public.  The second function is to assist the Zoning Administrator in administering the county’s natural resource protection zoning ordinances relating to floodplain, wetland, and shoreland protection, and serving as the department’s primary contact, lead, and resident expert on these topical areas.  This will include but not be limited to receiving, analyzing, responding to, and reporting on permit applications under Chapter 11, Shoreland, Shoreland-Wetland, & Inland Wetland Regulations, and Chapter 17, Floodplain Zoning, of the Dane County Code of Ordinances.
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EMPLOYMENT STANDARDS

Education and Experience: Any combination of training and experience equivalent to  associate degree in civil technology, civil engineering, surveying, planning, or a related field and three years of progressively responsible experience in zoning, land division, or related code administration and enforcement activities.

LDR POSITION 

Must have an intermediate to advanced understanding of surveying principles and be able to read and map complex legal descriptions. 

BOA/NRZ POSITION

Must have intermediate to advanced knowledge of local, county, state, and federal rules and regulations regarding the administration of shorelands, wetlands, and floodplains, and experience independently staffing a decision making body (e.g. committee, commission, board, etc.).  An equivalent combination of education and experience will be considered.

KNOWLEDGE, SKILLS AND ABILITIES: 

Knowledge of county and municipal land use codes, state statutes and regulations, and relevant case law; must be able to interpret plat and survey maps; and must be able to read and interpret real property legal descriptions;   ability to review and interpret plans and specifications for accuracy, feasibility and compliance with zoning regulations; ability to prepare reports and present facts clearly and concisely, both orally and in writing; must possess interpersonal skills sufficient to tactfully respond to and effectively diffuse adversarial situations or issues of competing and conflicting interests; and must be able to establish and maintain effective working relations with fellow employees, public officials and the general public;  ability  to use current industry software like Microsoft Office products, ESRI GIS products, and other related software platforms and databases utilized by the County.  

LDR Position

 Additionally, possess a familiarity with land surveying technology, have an intermediate to advanced understanding of surveying principles, and be able to read and map complex legal descriptions.

 BOA/NRZ Position

Additionally, possess an intermediate to advanced knowledge of local, county, state, and federal rules and regulations regarding the administration of shorelands, wetlands, and floodplains, and have knowledge of and practical experience in staffing a decision making body (e.g. a committee, board, or commission), including all of the ancillary duties associated with such staffing, including but not limited to preparation of agendas, minutes, and supporting staff reports.

SPECIAL REQUIREMENTS: Work in a typical office environment; standing for an hour at a time assisting customers at the department’s public counter.  On occasion, work may include some degree of fieldwork, so driving a vehicle to conduct site visits and walking over rough terrain in the execution of such visits will be necessary. The candidate should possess or be eligible for a valid Wisconsin driver’s license.
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