LAND USE ADMINISTRATOR/ZONING ENFORCEMENT OFFICER JOB DESCRIPTION
June 9, 2026

Salisbury is a rural community located in northwest Connecticut encompassing the villages of
Salisbury, Lakeville, and Lime Rock as well as the hamlets of Taconic and Amesville. The Town is
part of the Northwest Hills Planning Region with a population of about 4,000 residents and a
land area of 57 square miles. Salisbury is situated in the most topographically and ecologically
diverse area of Connecticut. The mosaic of mountains, valleys, and wetlands contribute
significantly to Salisbury’s sense of place and attract many seasonal visitors. Like in many
northwest Connecticut communities, land uses are predominantly a mix of residential,
agricultural, and conservation. However, there are two major commercial areas; the villages of
Salisbury and Lakeville, both of which are served by public water and sewers. Other notable
features and attractions include four named lakes, the Housatonic and Salmon Kill rivers, three
private schools, two boarding camps, three long established hotels, a historic racetrack, and a
portion of the Appalachian Trail.

The Town of Salisbury, CT seeks candidates to fill the full-time salaried position of Land Use
Administrator/Zoning Enforcement Officer to provide professional administration and
documentation of the Town’s entire sequence of land use approval and related processes. The
Land Use Administrator will work under supervision of both the Chairs of the Planning and
Zoning Commission and the Inland Wetlands Commission as well as the First Selectman. The
Administrator will also supervise and collaborate with the Land Use Technical Specialist who
serves as principal staff to the Zoning Board of Appeals. Attendance at 4-6 evening meetings
per month may be expected.

It is anticipated that 60 percent of the Land Use Administrator’s time will be devoted to Land
Use Administration including supervisory responsibilities for the Land Use Technical Specialist
and the work of the Planning and Zoning Commission, 35 percent for Inland Wetlands &
Watercourses Commission work, and 5 percent for interdisciplinary enforcement.

The Land Use Administrator is responsible for the upkeep of Commission application forms and
ensuring regulations are up to date. The Land Use Administrator will receive applications for
actions requiring approval from the Planning and Zoning Commission and the Inland Wetlands
Commission, review them for completeness and clarity, determine whether they conform to
zoning and wetlands regulations, and identify related actions requiring approval from other
Town agencies, and from regional agencies, such as the Torrington Area Health District. In
special circumstances, the Land Use Administrator may identify the need for coordination with
additional local, state and regional agencies.

During this application review stage, the Land Use Administrator will inspect the site and may
organize a visit to the site by members of the Planning and Zoning Commission and the Inland
Wetlands Commission. The Land Use Administrator will also serve as the Town’s Zoning



Enforcement Officer and Wetlands Agent, determining whether an application meets zoning
and wetlands regulations and issuing a zoning permit for proposals not requiring action by the
Planning and Zoning Commission. As part of his/her enforcement duties, the Land Use
Administrator will conduct field inspections to determine compliance.

Once the Land Use Administrator has determined that an application is complete, he/she may
prepare a Planners Report and also a Wetlands Report, which would address the purpose and
need for the proposed action, present the details of the project, and describe any changes to
the natural, environmental and physical conditions on and (if relevant) near the site that may
be associated with the proposal. The reports would contain the applicant’s plan for avoiding or
minimizing such effects from the proposed action, including limiting negative impacts from
construction.

The Land Use Administrator may explain the Applicant’s presentation to the, Commissions,
Commission’s attorneys, and third-party reviewers as necessary. Once the Commissions have
made their decisions, the Land Use Administrator may prepare for the Chair’s and legal counsel
review, a draft Resolution, which summarizes the process and presents the Commissions’
decisions. When the Resolution is completed, the Land Use Administrator will distribute it as
necessary, and will maintain a file of all such resolutions.

CANDIDATE QUALIFICATIONS
Knowledge, Skills and Abilities

e Strong, professional level work ethic and project management skills

e Strong written and oral communication skills

e Excellent time management and organizational skills to handle multiple assignments
simultaneously and on time

e Ability to pay attention to details

e Ability to work independently, while maintaining strong working relationships with
supervisors, elected officials, commission members, legal counsel, consultants, staff,
applicants and members of the public

e Experience reading maps and reviewing plans

e Familiarity with GIS

e Strong computer skills including proficiency with MS Office applications (i.e., MSWord,
PowerPoint and Excel);

e Familiarity with OpenGov permitting or other online permitting software is desired

Education and Experience

Degree in planning, environmental studies, or related fields. Must have practical field
experience. Experience in ArcGIS and Windows operations and internet mapping technology.
May substitute any equivalent combination of education and experience. Certification as a



Zoning Enforcement Officer, or willingness to apply for and fulfill requirements for such
certification, and, similarly, CT DEEP certification as a Wetlands Agent.

Salary and Benefits

The position will be filled with a salary of $75,000 to $100,000 depending on qualifications for
this 40-hour per week position.

The Town of Salisbury offers a uniquely generous benefits package including, comprehensive
employer-sponsored health and dental insurance, pension plan, vacation time, personal time,
sick time, employer paid professional accreditations, memberships and conferences. The
employee will have their office in Town Hall. Union membership is required.

Applying for the Position

To apply, submit a cover letter, resume, and references to Emily Egan, Salisbury Town Hall, PO
Box 548, 27 Main Street, Salisbury, CT 06068 or via email townhall@salisburyct.us. Selected
candidates will be asked to provide additional information and to appear for a minimum of
one personal interview. This position will remain open until filled or closed.

The Town of Salisbury is an Equal Opportunity Employer.
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