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Land Services Supervisor,
Planning and Zoning Division
Job Description

JOB TITLE: Land Services Supervisor, Planning and Zoning Division
DEPARTMENT: Land Services

POSITION STATUS: Exempt

DATE: August 18, 2008

POSITION OBJECTIVE: :

The Land Services Supervisor is a leadership position within the Planning and Zoning Office, responsible for

monitoring, measuring and managing work of the permitting and enforcement operations and related programs of
the Office.

The position operates under the supervision of the Land Services Director. The position has accountability for a
number of distinct functions encompassing the administration and enforcement of the county Comprehensive Land
Use Plan, zoning ordinance, wetland conservation act, state solid waste regulations including septic system
regulations and codes. These functions are accomplished through the management of a county-wide permitting and
enforcement operation utilizing field-based land services coordinated and supported from a centralized office
location. These activities are dedicated to achieving a high level of professional management that achieves

comprehensive land use and resource services to promote orderly land development and protect and enhance the
resources of the County.

The incumbent will serve as professional staff support to the Land Services Director, County Administrator and
County Board. The position works collaboratively with other various county staff, including Department head-level
leaders, and external committees, organizations and community members to facilitate an efficient review and
development of processes and to educate stakeholders on procedures, ordinances and recommendations to achieve
the vision and goals of the County’s Comprehensive Plan.

" The position requires a land use professional with prior experience in a closely related assignment.

PRIMARY DUTIES AND RESPONSIBILITIES:
Staff Supervision: Supervise three land services specialists and three technical clerks performing land use
permitting and enforcement services county-wide in a field-based services model that coordinates site visits with

central office functions. Direct staff activities to achieve clearly defined and measurable goals. Hold staff

accountable for results with regular, clear communication and guidance, and substantive performance evaluations
that evaluate specific measurable goals and performance standards.

Office and Program Management: Manage daily office operations and programs related to land use permitting
and enforcement functions. Create and sustain a culture of excellent customer service. Recommend structure and
staffing models to improve customer service and achieve land use goals. Hire, train, mentor, assign
accountabilities and manage Office staff and workflow to accomplish department and organizational goals.
Recommend and implement practices, applications and projects to support the achievement of county land use
strategies, initiatives and projects, ensuring the achievement of short term and long term goals.
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Policy Initiatives: Develop, recommend and implement land use policy initiatives to improve customer service,
promote wise land use plactlces and enhance protection of natural resources, consistent with the County’s
complehenswe plan, zoning ordinance and applicable state rules, plans and statutes. Recommend and implement
ordinance improvements, enhanced public communication opportunities, and improved compliance and
enforcement strategies to effectively achieve land use objectives. Analyze strategic priorities, stakeholder
objectives, trends, forecasts and legislation.

Internal and External Customers and Stakeholders. Coordinate and collaborate with the Planning and Zoning
Office Planner to ensure necessary integration of Office permitting and enforcement activities with land use
planning, and Planning Commission and Board of Adjustment activities. Also collaborate with other relevant
county departments and offices. Communicate with customers seeking land use services, related outside agencies
such as the Soil and Water Conservation District and DNR, and stakeholders such as Townships, Lake
Associations and the business community.

Community Support: Facilitate and participate in various meetings with citizens, interest groups, communities,
agencies and others, providing assistance, gaining insight and facilitating consensus on matters impacting land use
concepts and regulations.

Legislation: Review and analyze legislation and regulatory developments, assessing the impact on county land
use regulations and ensuring compliance. :

Forecasting: Analyze and interpret trends, forecasts, models and other data points influencing land use planning
and ensure appropriate recommendations and revisions are made to address the County s long term vision and
strategy related to land use planning,.

Financial: Manage Planning and Zoning Office financial performance including budget development, projection
of funding levels, fee schedule recommendations, revenue strategies including grant funding and managing
division expenses in a manner that reflects alignment with organizational goals and achieves expected outcomes.

Department Leadership: Participate in the development and execution of decisions impacting the Land Services
Department as a whole, maintaining knowledge and understanding of organizational performance, key initiatives,
and developments to successfully contribute to team decisions and ensure the achievement of short and long term
goals. -

Special Projects and Other: Perform all other related assignments as required, including special project
assignments, in a professional manner.

MINIMUM QUALIFICATIONS:

»  Bachelors Degree in an environmentally related discipline such as environmental studies, earth sciences,
land use planning, or natural resources management.

» Five years-or more experience within related technical/functional work area including leadership
assignments involving the administration and enforcement of land use regulations.

DESIRABLE QUALIFICATIONS: :
Direct experience working within a field-based land-use permitting and enforcement environment utilizing site
visits for permit approvals and complamt resolution.

»  Substantive knowledge of and experience administering Wetland Conservation Act regulations, stormwater -
management and soil and water conservation practices. -

»  Direct expeuence enforcing land use violations, including proper interviewing techmques writing citations and
preparing cases for successful prosecution.

» Minnesota Pollution Control Agency ISTS Inspector professional registration.
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KNOWLEDGE, SKILLS AND ABILITIES:

General knowledge of state and local statutes, rules and ordinances regarding individual sewage treatment
systems, land use planning, solid waste, wetlands and other environmentally-related fields. Specialized knowledge
and skills applying land use regulations within a customer service-focused, proactive, site-based evaluation model.
Effective leadership skills including team leadership experience, coaching and development skills, personal and
interpersonal skills, project management and decision making skills.

TOOLS AND EQUIPMENT USED:
Personal computer, Microsoft Word, Excel, Access, Internet Explorer, Application Extender, Scanner and general
office equipment.

PHYSICAL DEMANDS OF THIS POSITION: _

The physical demands described here are representative of those that must be met by an employee to successfully
perform the essential functions of this position. Reasonable accommodations may be made to enable individuals
with disabilities to perform the essential functions. While performing duties of this job, the employee is frequently
required to stand, walk, sit, talk, hear, use hands to finger, handle or feel, stoop, kneel, and reach with hands and
arms. The employee must occasionally lift and or move up to 20 pounds, drive a motor vehicle on maintained and
minimally maintained roads, and walk in outdoor terrain that may include steep slopes, thick brush and wetlands.
Specific vision abilities required for this job include close vision.
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Water Protection Specialist
Planning & Zoning Division
Land Services Department

TITLE: Water Protection Specialist

POSITION STATUS: Non-Exempt '

REPORTS TO: Land Services Supervisor — Planning & Zoning
DATE: September 2009

The Water Protection Specialist for the Land Services Department is a position responsible for providing
technical expertise for water protection which includes the duties of the Wetland Conservation Act and
the- Comprehensive Local Water Management Plan and other assigned duties. The position operates
under the supervision of the Land Services Supelvxsor performing land use duties as provided under

Minnesota statutes and County Ordinances.

ESSENTIAL DUTIES & RESPONSIBILITIES:

» Make technical findings and recommendations on questions of wetland functions and the
resulting public values, location, size and type for replacement plans, exemption, no-loss, and
wetland boundary or type determinations, and sequencing requests.

» Review replacement plans, exemption, no-loss, wetland banking, wetland boundary / type
proposals and recommend either approval app1ova1 with conditions or denial.

» Provide technical guidance and answer inquiries about the Wetland Conservation Act to the

~general public :

» Compile, complete and submit yearly reports of the Wetland Conservation Act and the
Comprehensive Local Water Management Plan to the Board of Water and Soil Resources.
Assess water resources, and from that assessment, identify needs and a strategy for addressing
those needs through the Comprehensive Local Water Management Plan
* Apply and secure grant funding for water protection projects
Provide technical assistance to citizens, developers and contractms in erosion/sediment control
techniques and stormwater best management practices.

»  Perform all other related duties as assigned in a professional and effective manner.

MINIMUM QUALIFICATIONS:

» Four year degree from an accredited college or university with a major in Environmental Science,
Biology, Water Resource Management or equivalent knowledge gained from a combination of
experience and/or education.

* Minimum of 1 year experience in water resource protection involving the Wetland Conservation
Act and Water Planning activities.

* Certified Wetland Delineator through the Wetland Delineator Certification Program from the
University of Minnesota
* Valid state issued driver license
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DESIRABLE QUALIFICATIONS:
» Experience in erosion and sediment control
» Certified Septic System designer and inspector through the Minnesota Pollution Control Agency
» Certified Erosion / Sediment Control Installer through the Erosion and Sediment Control
program from the University of Minnesota.
» Experience in use of Stormwater Best Management Practices
" Expenenoe in GIS and ArcView

KNOWLEDGE, SKILLS, AND ABILITIES:

»  Knowledge of general land use practice

»  Knowledge of local, state and federal law pertaining to Land Use Regulations

»  Knowledge of the Wetland Conservation Act and Comprehensive Local Water Management
Planning ”

»  Knowledge of legal descriptions and basic survey techniques

»  Ability to locate, make application and receive grant funding

n Ab1hty to coordinate and collaborate with various government and local organizations on n land
use issues _

»  Ability to train and educate others on the Wetland Conservation Act and Comprehensive Local
Water Management Planning

» knowledge of Erosion/Sediment Control and Stormwater Management

»  Excellent communication and interpersonal skills to ensure effectiveness of interactions with
citizens, developers, contractors, State and local government representatives, and the general
public and to effectively represent the County at various governmental/professional bodies and
orgamza‘uons

WORK ENVIRONMENT/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 position. Reasonable accommodations may be made
to enable individuals with disabilities to perform the essential functions. While performing duties of this
job, the employee is frequently required to stand, walk, sit, talk, hear, use hands to finger, handle or feel,
stoop, kneel, smell and reach with hands and arms. The employee must occasionally lift and or move up
to 50 pounds, drive a motor vehicle on maintained and minimally maintained roads, and walk in outdoor
terrain that may include steep slopes, thick brush and wetlands. Specific vision abilities required for this
job include close vision, distance vision, color vision and depth perception.
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SSTS Field Assessment Technician 9.4

Planning & Zoning Division

Job Description
- CROW WING COUNTY
¥ Brainerd, Minnesota 56401
JOB TITLE: SSTS Field Assessment Technician
DEPARTMENT: Land Services

POSITION STATUS: Non-Exempt
REPORTS TO: Land Services Supervisor, Planning and Zoning Division
DATE: ‘ October 2009

POSITION OBJECTIVE:

The SSTS Field Assessment/Data Entry Tech is accountable for the onsite inspection, data collection and customer
education relating to subsurface sewage treatment systems (SSTS) in support of the Sanitary Management Districts
pilot program. The position is accountable for documenting and/or acquiring and documenting system information
for assigned parcels including but not limited to soils profile, tank size and condition, pump type and condition,
treatment type and condition and related evaluative criteria as outlined in field inspection documents. Additional
responsibilities include customer service and education, providing information relating to the care and maintenance of
systems and other related information as requested by the property owner. The position is also accountable for
entering field data into the septic assist application to establish and maintain SSTS records relating systems within the
pilot area.

PRIMARY DUTIES AND RESPONSIBILITIES:

e Communicate program objectives and services to various groups and individuals for the purpose of
maximizing awareness and voluntary participation in the inspection, data collection, retention and
management of SSTS systems throughout the targeted areas in compliance with SMD goals and directives.

o Conduct onsite inspections of SSTS systems within designated areas as identified by SMD and/or supervisor
and as permitted by the property owner, documenting system information including but not limited to system
location, soils profile, tank size and condition, pump type and condition, treatment type and condition and
related evaluative criteria as outlined in field inspection documents.

e Consult with Land Service Specialists to address problems or concerns relatmg to SSTS inspections or related
technical or oomphance information requirements.

e Provide customer service to property owners, providing information relating to SSTS care and maintenance
and other related information as requested by the property owner to promote effectlve system management
and favorable customer relations.

o Enter inspection data into septic assist application to provide for the accurate recording, retent1on and retrieval
of SSTS information. ’

o Organize time and activities to productively manage schedule including site visits, customer service and data
entry and duties in compliance with performance goals and program objectives.

e Perform all other related assignments as required, including special project assignments, in a professional
manner.

MINIMUM QUALIFICATIONS:
e High School Education
e SSTS Inspector License or ability to obtain within one year of hire
e  Valid State issued driver’s license
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DESIRABLE QUALIFICATIONS:

Experience in working with SSTS inspections.

Knowledge of and experience in working with legal descriptions and land maps.
Knowledge of state and local statutes, rules and ordinances governing SSTS.
Training or experience in soils and land use ordinances.

KNOWLEDGE, SKILLS AND ABILITIES:

Data entry and key boarding skills.

Customer service skills.

Knowledge of on-site sewer treatment systems and installation.

Knowledge of state and local laws, ordinances, rules and regulations relating to SSTS.

Knowledge of soil composition, texture, permeability, classification and redoximorphic features.
Ability to interact effectively with a wide variety of people under a wide variety and possible hostile
situations. :

Ability to communicate effectively, both orally and in writing.

Ability to perform physical work in surroundings that are occasionally unsafe and/or uncomfortable.
Ability to read and draw maps; interpret and understand legal descriptions and plat books.

Ability to drive safely and meet scheduled appointments.

Research, compile, interpret and effectively communicate applicable data.

Ability to identify and distinguish colors.

TOOLS AND EQUIPMENT USED:

GPS/Trimble unit, soil auger and general office equipment

PHYSICAL DEMANDS:
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The physical demands described here are representative of those that must be met by an employee to successfully

perform the essential functions of this position. Reasonable accommodations may be made to enable individuals with

disabilities to perform the essential functions. While performing duties of this job, the employee is frequently required
to stand, walk, sit, talk, hear, use hands to finger, handle or feel, stoop, kneel, smell and reach with hands and arms. The
employee must occasionally lift and or move up to 100 pounds, drive a motor vehicle on maintained and minimally
maintained roads, and walk in outdoor terrain. Specific vision abilities required for this job include close vision,
distance vision, color vision and depth perception.
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