Assistant Zoning Administrator
Planning and Zoning Department
Position hours: 8:30 a.m. to 5 p.m., Monday through Friday, generally.
General Statement of Job:
Under limited supervision, performs administrative and technical work in support of the activities for the city of West Columbia providing customer assistance and zoning support activities involving daily interactions with residents, contractors, attorneys, realtors, architects, developers, and others. This position also processes permit requests and building plans to ensure compliance with City of West Columbia Zoning Ordinance. Reports to the Planning and Zoning Director.
Job Duties including, but not limited to:
· Advising customers, contractors, developers, and City staff on the permitting process, zoning-related inquiries, code regulations, and Zoning Ordinance policies.

· Responds to inquiries and requests from the general public and business community, through friendly, professional customer service skills, ascertaining the needs of the customer and providing appropriate assistance and information, e.g. permitting, zoning, land development code, architectural review and covenants and restrictions.

· Reviews and processes business license certificate for zoning compliance.

· Assists in reviewing and preparing planning documents including preliminary plats, final plats, redevelopment and revitalization plans, regional plans, and the Comprehensive Plan.

· Conducts onsite visits to confirm compliance with approved plans and the Zoning Ordinance, as necessary. 

· Reviews, processes, calculates and approves/denies sign permits and residential building permit applications for compliance with the land development code, zoning, landscaping and architectural regulations and applicable city, state and federal codes and regulatory requirements.

· Reviews electronic building plans, alterations to residential and commercial properties, and permits to ensure compliance with regulations and City Zoning Ordinance.

· Schedules meetings with customers. Provides counseling and interpretation to the general public, e.g., rules, regulations, policies and procedures.

· Prepares and compiles permit applications or associated task for City Staff or Committees. Conducts and participates in Committee meetings.

· Researches Zoning Maps, Plat Maps and agreements, Covenants and Restrictions, the Land Development Code for permit application review.

· Processes zoning permit requests (Fence, Accessory Structures, Business License, Home Occupation and Signs).

· Assists in the development and publication of the Zoning Board of Appeals and Planning Commission agendas. 

· Researches zoning issues and assists in  preparing staff reports for Planning Commission or Zoning Board of Appeals meetings.

· Attends Planning Commission and Zoning Board of Appeals meetings. 

· When requested, staffs the Zoning Board of Appeals and Planning Commission meetings.

· Generates and mails various memos, notices, and other relevant materials to customers; prepares and mails letters in accordance with departmental policies and procedures.

· Assists customers with viewing zoning documents and testing new software system to support development.
· Communicates with other departments and the general public for the dissemination of information.

· Updates Business License, Planning Commission and Zoning Board of Appeals decision maps.

Qualifications: Requires an Associate’s degree in Urban Planning, Construction Management, Architecture, or related field with three (3) years’ experience in plan review, zoning administration, building permit review, surveying, or related area; three (3) years’ experience dealing with plats, building plans, site development plans and/or applications for public hearings; some experience explaining building, zoning, or other ordinances to members of the public; some experience sharing information and providing service to the public; some experience presenting staff reports to a public board, committee or council; or any equivalent combination of training and experience which provides the required knowledge, skills and abilities.  Must posses a valid SC driver’ license.  Must obtain American Institute of Certified Planners certification within two (2) years of appointment.

Pay info: Salary range $52,903.64 - $74,066.22. Excellent benefits package including 14 holidays, participation in the State Retirement System, the SC Deferred Compensation Plan, and the State Health Plan with the employee’s health and basic dental insurance premiums paid by the city.

Status: Non-Exempt

How to apply: Employment application is available on line at www.westcolumbiasc.gov and at the Customer Service Counter in the West Columbia City Hall, 200 N. 12th Street, West Columbia, SC 29169.  Completed, signed applications (resume optional) may be mailed to Brittany Raven, Human Resources Coordinator, P. O. Box 4044, West Columbia, SC 29171-4044, faxed to (803) 939-8634 or e-mailed to employment@westcolumbiasc.gov.
Deadline: The position will remain open until filled.

The city of West Columbia is an Equal Opportunity Employer.  The city does not discriminate on the basis of race, religion, color, sex, age, national origin or disability.
MINIMUM QUALIFICATIONS OR STANDARDS REQUIRED

TO PERFORM ESSENTIAL JOB FUNCTIONS
Physical Requirements:  Must be physically able to operate an automobile, drafting tools, video and photography equipment and a variety of automated office machines, which includes a computer, calculator, copier, etc.  Must be physically able to exert up to twenty pounds of force occasionally and/or up to ten pounds of force frequently, and/or a negligible amount of force frequently or constantly to lift, carry, push, pull, or otherwise move objects.  Light work usually requires walking or standing to a significant degree.  Must be able to lift and/or carry weights of ten to forty pounds.

Data Conception:  Requires the ability to compare and/or judge the readily observable, functional, structural, or compositional characteristics (whether similar to or divergent from obvious standards) of data, people, or things.

Interpersonal Communication:  Requires the ability of speaking and/or signaling people to convey or exchange information.  Includes the giving of assignments and/or directions to co-workers and assistants. Includes receiving assignments and/or directions from supervisor.

Language Ability:  Requires the ability to read a variety of informational documentations, manuals, reports, records, building and zoning codes and documents.  Requires the ability to prepare business letters, reports, planning and zoning documents, etc., using prescribed format and conforming to all rules of punctuation, grammar, diction and style.  Must be able to speak before an audience with poise, voice control and confidence; and to articulate information to others.

Intelligence:  Requires the ability to apply principles of logical thinking to define problems, collect data, establish facts and draw valid conclusions; to deal with several abstract and concrete variables.  Requires the ability to apply influence systems in managing a staff, to learn and understand complex principles and techniques; to make independent judgments in absence of supervision; to acquire knowledge of topics related to primary occupation.  Must have the ability to comprehend and interpret received information.

Verbal Aptitude:  Requires the ability to record and deliver information, to explain procedures, and to follow oral and written instructions.  Must be able to communicate effectively and efficiently in a variety of technical and/or professional languages.

Numeric Aptitude:  Requires the ability to utilize mathematical formulas; to add and subtract totals; to multiply and divide; to determine percentages and decimals; and determine time and weight.  Must be able to use practical applications of fractions, percentages and ratio and proportion; and to use practical applications of statistics.

Form/Spatial Aptitude:  Requires the ability to inspect items for proper length, width and shape.

Motor Coordination:  Requires the ability to coordinate hands and eyes rapidly and accurately in using automated office equipment; and operating motor vehicles.

Manual Dexterity:  Requires the ability to handle a variety of items, office equipment, control knobs, switches, etc.  Must have minimal levels of eye/hand/foot coordination.

Color Discrimination and Visual Acuity:  Requires the ability to differentiate colors and shades of color; requires the visual acuity to determine depth perception, peripheral vision, inspection for small parts; preparing and analyzing written or computer data, etc.

Interpersonal Temperament:  Requires the ability to deal with people beyond receiving instructions.  The worker needs to relate to people in situations involving more than giving or receiving instructions.  Must be adaptable to performing under minimal stress when confronted with an emergency.

Physical Communication:  Requires the ability to talk and/or hear (talking:  expressing or exchanging ideas by means of spoken words; hearing:  perceiving nature of sounds by ear).

PERFORMANCE INDICATORS

Knowledge of Job:  Has a thorough knowledge of the methods, policies and procedures of the Planning and Zoning Departments as they pertain to the performance of duties of the Director.  Has knowledge of the laws, ordinances, codes, standards and regulations pertaining to the specific duties and responsibilities of the position.  Is able to plan detailed and complex programs and activities and implement same.  Has comprehensive knowledge of the principles, theories, practices and methodologies of urban / regional planning and development.  Is able to apply knowledge of economics, land development, zoning, finance and sociology in the planning process.  Has working knowledge of engineering principles and methods.  Is able to ensure the efficient and effective enforcement of all development-related codes and regulations.  Has knowledge and skills required in determining the needs of the city and ensuring that those needs are met.  Is able to assimilate both technical and theoretical concepts from many diverse disciplines and apply the knowledge in creative and intuitive ways to solve unique problems.  Has knowledge of specific county / city ordinances as they apply to the duties and responsibilities of the position.  Is able to coordinate department activities with other county and city departments, property / business owners, residents, developers and community leaders in order to accomplish goals and complete projects.  Is able to work under stressful conditions related to balancing multiple projects within the constraints of time available, personal capabilities, financial resources and political considerations.  Has knowledge of how to maintain effective relationships with personnel of other departments, professionals and members of the public through contact and cooperation.  Is able to react professionally at all times, dealing with sensitive situations with tact and diplomacy.  Is able to make effective presentations and speeches.  Is able to make sound, educated decisions.  Has knowledge of how to apply supervisory and managerial concepts and principles.  Is able to offer instruction and advice to subordinates regarding departmental policies, methods and regulations.  Is able to perform employee evaluations and to make recommendations based on results.  Is able to offer training and assistance to coworkers and employees of other departments as required.  Is able to take the initiative to complete duties of the position without the need of direct supervision.  Is able to learn and utilize new skills and information to improve job performance and efficiency.  Is able to read and interpret complex materials pertaining to the responsibilities of the job.  Is able to assemble and analyze information and make written reports and records in a concise, clear and effective manner.  Has comprehensive knowledge of the terminology used within the department.  Has thorough knowledge of proper English usage, vocabulary, spelling and basic mathematics.  Is able to compile, organize and utilize various kinds of information necessary in the preparation of the department budget and knows how to prepare and monitor the budget.  Has knowledge of and skill in the use of computers for data and word processing and records management.  Has knowledge of how to react calmly and quickly in emergency situations.

Quality of Work:  Maintains high standards of accuracy in exercising duties and responsibilities.  Exercises immediate remedial action to correct any quality of deficiencies that occur in areas of responsibility.  Maintains high quality communication and interface with all city departments and divisions, coworkers and customers, and with the general public.

Quantity of Work:  Maintains effective and efficient output of all duties and responsibilities as described under “Specific Duties and Responsibilities.”

Dependability:  Assumes responsibility for doing assigned work and for meeting deadlines.   Completes assigned work on or before deadlines in accordance with directives, city policy, standards and prescribed procedures.  Accepts accountability for meeting assigned responsibilities in the technical, human and conceptual areas.

Attendance:  Attends regularly and on time with a minimum of tardiness and absences and adheres to city policies and procedures regarding absenteeism and tardiness.  Provides adequate notice to higher management with respect to vacation time and time-off requests.

Initiative and Enthusiasm:  Maintains an enthusiastic, self-reliant and self-starting approach to meet job responsibilities and accountabilities.  Strives to anticipate work to be done and initiates proper and acceptable direction for the completion of work with a minimum of supervision and instruction.

Judgment:  Exercises analytical judgment in areas of responsibility.  Identifies issues or situations as they occur and specifies decision objectives.  Identifies or assists in identifying alternative solutions to issues or situations.  Implements decisions in accordance with prescribed and effective policies and procedures and with a minimum of errors.  Seeks expert or experienced advice and researches problems, situations and alternatives before exercising judgment.

Cooperation:  Accepts supervisory instruction and direction and strives to meet the goals and objectives of same.  Questions such instruction and direction when clarification of results or consequences are justified, i.e., poor communications, variance with city policy or procedures, etc.  Offers suggestions and recommendations to encourage and improve cooperation between all staff persons and departments within the city.

Relationships with Others:  Shares knowledge with managers, supervisors and co-workers for mutual benefit.  Contributes to maintaining high morale among all employees.  Develops and maintains cooperative and courteous relationships inter- and intra-departmentally, and with external entities with whom the position interacts.  Tactfully and effectively handles requests, suggestions and complaints in order to establish and maintain good will.  Emphasizes the importance of maintaining a positive image.

Coordination of Work:  Plans and organizes daily work routine.  Establishes priorities for the completion of work in accordance with sound time-management methodology.  Avoids duplication of effort.  Estimates expected time of completion of work elements and establishes a personal schedule accordingly.  Attends meetings, planning sessions and discussions on time.  Implements work activity in accordance with priorities and estimated schedules.  Maintains a calendar for meetings, deadlines and events.

Safety and Housekeeping:  Adheres to all established safety and housekeeping standards established by the city and various regulatory agencies.  Sees that the standards are not violated.  Maintains a clean and orderly workplace.

DISCLAIMER:  This job description is not an employment agreement or contract.  Management has the exclusive right to alter this job description at any time without notice.

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

