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Summary:  Position is responsible for performing professional, supervisory and administrative work in managing the operations of the Town’s Planning Department, provides professional guidance to related permitting and regulatory boards, and administers the Town’s Geographic Information System, and serves as the Town’s Floodplain Administrator.

Essential Duties and Responsibilities include the following types of duties and skills. Other duties may be assigned.

Responsible to provide professional and technical staff support for the Town’s regulatory boards including the Planning Board, Zoning Board of Appeals, Design Review Committee, Open Space Committee,  Affordable Housing Trust, Historic Commission and other ad-hoc committees formed to address a range of planning, regulatory and community issues.

Serves as Floodplain Administrator for the Town and is responsible for implementing the local floodplain bylaw and ensuring that the town is complying with minimum NFIP standards and enforcing any locally imposed higher standards.  Additionally, is responsible for reviewing proposed changes to flood maps and insuring the public is aware of proposed changes and making sure that bylaw and map updates are adopted by Town Meeting in a timely fashion to insure continued participation in the NFIP. 
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Prepares recommendations consistent with local and state laws, bylaws and regulations, on all residential, commercial and industrial developments and redevelopment projects and coordinates procedures for developing and implementing an efficient project review and project permitting process among the land use division.

Meets from time to time with the Town Boards and Committees served by the department, to identify their needs individually and collectively and to develop a plan of action indicating the extent to which the department can address those needs. 

Provides technical and general assistance to residents, landowners, developers, attorneys, engineers, and other interested persons regarding all land use issues, including planning and zoning concerns, subdivision plans and non-residential development.

Coordinates the Land Use Division staff for project reviews and convenes monthly meetings of the group.

Complies and analyzes data on economic, social, and physical factors affecting land use, and prepares or requisitions graphic and narrative reports on data.

Consults with the Town Administrator and other local elected and appointed officials and other land planning and development specialists to devise and recommend best land use proposal for the residential, commercial, industrial and community uses.

Formulate and develop bylaws, regulations, policies and procedures based on community-based goals to ensure development in the community is consistent with the expectations of the community.

Provides technical reviews, information and training for Town boards, including but not limited to Planning, Design Review and Zoning Boards, Open Space Committee, and Affordable Housing Trust, Historic Commission.

Responds to difficult or sensitive complaints and requests for information from the public, boards and committees, land use staff, or other outside agencies.

Works with applicants to encourage efficient development of site plans and subdivisions

Manages contracts for specialized studies, consultants and design.

Works with appropriate staff and boards to implement the comprehensive plans of the Town, including but not limited to the Master Plan, Open Space Plan and Housing Production Plan.

Administers and directs the Town’s Geographic Information System (GIS) through development of mapping, development of layers for various town functions and for land use, environmental planning, public safety and public works. Manages the Town’s tax map database through the GIS program and coordinates efforts with the Assessor.  Coordinates appropriate training for staff to ensure use of the system.

Stays informed on pending legislation, new trends and innovations within the areas of responsibility.

Attends professional meetings and conferences for the purpose of public relations, regional discussions, and information gathering and exchange.

Serves as Town’s primary point-of-contact for commercial and industrial development plans frequently involving confidential fiduciary information with respect to development pro formas, real estate acquisition, workforce and strategic marketing plans.

Supervisory Responsibilities

Performs complex and highly responsible duties, requiring the exercise of a significant level of independent judgment in providing professional advice to the Planning Board, Zoning Board of Appeals, Design Review Committee, Affordable Housing Trust, Open Space Committee, Historic Commission  and town officials, concerning the development, implementation and administration of the policies, goals, regulations, and statutory requirements related to the Town’s land use management, planning, permitting and development functions.

Directly supervises the Administrative Assistant to the Planning Department, and a Housing Coordinator, along with  paid and un-paid volunteers and interns.  Responsibilities include interviewing and training employees; planning, assigning, and directing work; appraising performance; rewarding and disciplining employees; addressing complaints and resolving problems.

Oversees selection, hiring, and performance of consultants providing plan reviews, inspection and compliance services, special studies, or other professional services.

Supervises and trains interns for special projects and/or assignments when available.

Qualifications To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience

Master’s degree (M.A.) in planning, public administration or related field; and seven to ten years related experience and/or training; or equivalent combination of education and experience. 
Language Skills

Ability to read, analyze, and interpret the most complex documents. Ability to respond effectively to the most sensitive inquiries or complaints. Ability to write speeches and articles using original or innovative techniques or style. Ability to make effective and persuasive speeches and presentations on controversial or complex topics to top management, public groups, and/or boards of directors.

Mathematical Skills

Ability to apply advanced mathematical concepts such as exponents, logarithms, quadratic equations, and permutations. Ability to apply mathematical operations to such tasks as frequency distribution, determination of test reliability and validity, analysis of variance, correlation techniques, sampling theory, and factor analysis.

Reasoning Ability

Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to interpret an extensive variety of technical instructions in mathematical or diagram from and deal with several abstract and concrete variables.

Computer Skills
Knowledge of computer applications including word processing, spreadsheet, Internet applications and GIS software.

Certificates, Licenses, Registrations

AICP preferred

Other Skills and Abilities

Diplomacy and time management.  Ability to understand and manage high-profile, sensitive or controversial political issues.  Effective and persuasive leadership comfortable with all levels of staff, public and others.  Strong problem-solving and negotiation skills

Other Qualifications

Extended work days and regular evening meetings.  Occasional weekend hours.

Physical Demands The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit and talk or hear. The employee is frequently required to walk and must occasionally lift and/or move up to 10 pounds. Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception and ability to adjust focus.  

Work Environment The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

While performing the duties of this job, the employee is frequently exposed to outside weather conditions. The noise level in the work environment is usually moderate.


