
TOWN OF Concord
PLANNING AND ZONING Secretary
DESCRIPTION OF WORK
 
                                      Serves as an administrative secretary to the Concord Planning & Zoning Board; manages, organizes and processes all official records of the meetings including agendas and minutes and distributes accordingly; posts official records to town website; prepares and distributes written correspondence including applications as directed by boards; performs related work as required.
 
   SUPERVISION RECEIVED
Work is performed under the general direction of the Planning & Zoning Chairperson. 
            
JOB DUTIES
 
· Attends evening meetings of the Planning & Zoning Board as the recording secretary.
· Prepares and manages agendas as directed by the Chairperson.
· Compiles supporting documents for agendas, posts meeting notices, etc. to the town's website.  
· Prepares meeting minutes for approval by Planning & Zoning Board. 
· Publishes all required legal notices in the official newspaper of the town within the appropriate time requirements dictated by state law.
· Responds to citizen’s requests for public information (i.e. meeting agendas & minutes) and notifies Chairperson of such requests. 
· Processes public record requests (i.e. copies of documentation, etc.) by requiring request be in writing, reviewed by Chairperson, and responded to within 5 business days. 
· Maintains records, filing, drafts and correspondence in Municipal Building.
· Performs other duties as directed.
          
DESIRED QUALIFICATIONS
 
Knowledge of the Vermont Municipal and Regional Planning and Development Act, Town of Concord Zoning Bylaws, Town of Concord Municipal Plan; excellent knowledge of grammatical and technical writing rules and standards; basic knowledge related to local government administration; knowledge of computer systems including Microsoft Windows, Microsoft Office;  knowledge of document retention and records management; knowledge of secretarial and administrative practices.
 
SKILLS
Excellent oral and written communications skills including accurately recording information in precise, written form; skilled in computer operations using all Microsoft Office applications; skill in operating office equipment including copiers, scanners and fax machines ; skill in technical writing and copy editing; excellent organizational, document management and record keeping skills. 
 
ESSENTIAL JOB FUNCTIONS
 
· Ability to be discreet and confidential with information.
· Ability to read, analyze, and interpret reports and documents.  
· Ability to respond effectively both orally and in writing to inquiries or complaints.  
· Ability to effectively articulate information.  
· Ability to use independent judgment in achieving assigned objectives.
· Ability to use basic mathematics.
· Ability to define problems, collect data, establish facts, and draw valid conclusions.
· Must be able to sit for an extended time period.
· Must be able to work nights and evenings on average 2 times per month.
MINIMUM ABILITIES 
Ability to effectively communicate orally and in writing; ability to work well with others; ability to identify what information is needed by others for effective action; ability to deal in a fair and courteous manner with a variety of individuals; ability to demonstrate consideration of others regardless of ethnicity, gender, beliefs, or personal style; able to effectively record, document and process complex information in a timely manner; ability to fulfill requests or otherwise provide services, accurate information, or assistance in a courteous and timely manner; ability to present a positive image of the Town; ability to safeguard sensitive or confidential information from intentional or unintentional disclosure; ability to maintain an accurate and legible record of official town business; ability to set goals and accomplish same. 
 
             EDUCATION 

            
High school graduate or GED required.  Associates Degree preferred.
 
LICENSES AND CERTIFICATIONS 
Notary Public Certification
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