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This is a class description and not an individualized job specification.  The class description defines the general character and scope of duties, 
responsibilities, and requirements of all positions in one job classification, but is not all inclusive or totally restrictive.  Reasonably related duties and 
responsibilities may be assigned as necessary at the discretion of management.  Employees will be immediately notified of any changes. 
Reasonable accommodations will be made to enable qualified individuals with a disability to perform the essential functions. 
 

PLANNING & ZONING CODE SPECIALIST 
 
GENERAL DEFINITION AND CONDITIONS OF WORK: 
Performs difficult technical and intermediate administrative work in administering and enforcing the County Zoning and 
Subdivision ordinance in addition to supporting general planning activities. Work is performed under the direct 
supervision of the Director of Community Development and general supervision of the Zoning and Subdivision 
Administrator. 
 
ESSENTIAL FUNCTIONS/TYPICAL TASKS: 
Assists in the coordinating and performing planning, zoning, and code enforcement activities; provides 
information and assistance to staff, citizens, and land development personnel regarding community development 
related inquiries. 
 Actively participates in the zoning permit process including reviewing and signing permits, conducting site 

inspections, and providing information and assistance to citizens concerning their permits and applications; 
 Assists the Zoning and Subdivision Administrator in enforcing the Zoning and Subdivision Ordinance and other 

land use regulations; 
 Assists the Zoning and Subdivision Administrator in responding to and investigating code violations through 

research, field inspections, and investigations; 
 Assists in the subdivision administration process including reviewing and signing plats and conducting site visits;   
 Provides information and basic interpretation of zoning and subdivision matters to the public, builders, engineers, 

and other interested parties; 
 Develops and maintains automated tracking systems and hard copy files; 
 Prepares maps, charts, and tables of limited complexity; 
 Analyzes and makes recommendations on policy discrepancies and development; 
 Provides reports, information, and updates to department as needed; 
 Greets citizens and clients, and answers telephone and e-mails and directs to their appropriate destinations; 
 Conducts transactions with the public in matters requiring a detailed knowledge of ordinance, rules, procedures, 

policies, precedents, and activities; 
 Assists in compiling, analyzing, and/or processing data on the impact of various projects in community and updates 

statistical data. Compiles and prepares reports; 
 Assists with the issuing and scheduling of building permits as time allows; 
 Performs related tasks as required. 
 
KNOWLEDGE, SKILLS AND ABILITIES: 
Thorough knowledge of County’s Zoning and Subdivision regulations and related laws and ordinances thorough 
knowledge of computer programs and applications, including the Microsoft Office suite; general knowledge of 
geographic information systems (GIS) and related applications; ability to read and interpret plats and plans related to 
land development; ability to establish and maintain effective working relationships with contractors, engineers, other 
governmental agencies, and the general public; ability to enforce ordinances and regulations with firmness, tact and 
impartiality; ability to solve problems within scope of responsibility; ability to communicate effectively, both orally and 
in writing, in a highly interactive team-oriented work environment. 
 
EDUCATION AND EXPERIENCE: 
Graduation from high school or equivalent diploma is required. An Associate’s degree or Bachelor’s degree in related 
field is preferred but can be supplemented with experience. 
 
PHYSICAL REQUIREMENTS: 
This is light work requiring the exertion of up to 20 pounds of force occasionally, up to 10 pounds of force frequently, 
and a negligible amount of force constantly to move objects; work requires stooping, standing, walking, and repetitive 
motions; vocal communication is required for expressing or exchanging ideas by means of the spoken word; hearing is 
required to perceive information at normal spoken word levels; visual acuity is required for preparing and analyzing 
written or computer data, use of measuring devices, operation of motor vehicles or equipment, determining the accuracy 
and thoroughness of work, and observing general surroundings and activities; the worker is subject to inside and outside 
environmental conditions. 
 
SPECIAL REQUIREMENTS: 
Possession of a valid appropriate driver's license issued by the Commonwealth of Virginia. Possession of the Certified 
Zoning Official (CZO) certification from the Virginia Association of Zoning Officials (VAZO) or the ability to obtain 
within 24 months from date of hire. 


