
November 2022

Residents of Yankee Springs,

The Board of Trustees is seeking a dedicated Zoning Administrator (ZA) for Yankee Springs. There have been 
multiple requests to have a devoted ZA, for those who require planning and zoning services in our Township.  
Preferably a resident, but all qualified candidates will be considered.

We are asking for your help in recruiting such a person.  Please speak to your friends, family and neighbors. Help 
us in our search for the ideal candidate.

Below you will find a condensed description of job requirements.  A complete “Job description” can be found on 
our website, www.yankeespringstwp.org .  It will be found under the tab of “Public Documents”, you can request a 
copy by mail and we will have copies in the office readily available.

The person we are seeking for a Zoning Administrator is required but not limited to, the functions listed below.

  1.  He/She must become thoroughly familiar with our zoning ordinance and appropriate forms.
  2.  Responsible for the overall administration and enforcement of the Zoning Ordinance.
  3.   Accepts and reviews zoning permit applications. Determines compliance with the provisions of the Zoning 

Ordinance and completeness of the application.
  4.   Issues the appropriate zoning permit when all provisions of the Ordinance are in compliance and maintains 

a complete file of permits issued. 
  5.   Attends Planning Commission and Zoning Board of Appeals meetings, as needed.
  6.   Conducts technical reviews and site inspections.
  7.   Ability to write with clarity and to on carry basic communications with permit applicants. 
  8.  Oversees the Code Enforcement Officer and Zoning Staff.
  9.  Administers and follows procedures and polices established for the office.
10.   Attends professional seminars, and/or conferences as needed to stay up-to-date on laws, zoning trends and 

other pertinent information. Training is paid for by the Township.
11.  Be accessible to the public with established hours in the office.
12.  Employee should be a graduate from an accredited high school and/or college. 
13.  Drafting and/or site plan with blueprint reading skills preferred.
14.  Computer skills and knowledge in use of Word, Excel, Outlook and computer operation systems.
15.   Prefer individuals who have working knowledge of zoning law and/or past experience as a Zoning 

Administrator.
16.   This position is based on 1,250 hours per year (average of 25 hours per week) with pay range of $28.00/hr. to 

$36.00/hr., depending on qualifications and/or experience.
17.   No health benefits are offered with this job position.

Please help us in our endeavor to find the best possible person for this job.  Our goal is to serve you in a timely 
manner, with thoroughness and competency.

Any questions can be directed to the office at 269-795-9091.

Thank you for your assistance in this extremely important matter.

Best Regards,
The Board of Trustees of Yankee Springs Township
Proudly serving our community!

yankeespringstownship.com
yankeespringstownship.com

Yankee Springs Residents please scan the QRC or 
use the link on our website (see below) to participate 
in a survey and provide your input on the future 
planning of Yankee Springs Township.  This survey 
takes about 10 min to complete. Also watch the local 
paper and our website for an opportunity to provide 
additional input at a public meeting.  All survey 
responses must be submitted no later than 
October 31, 2024.

www.yankeespringstwp.org
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We Value Your Opinion


