
Town of Dracut
Community Development Director
Job Description


Job Title:  Community Development Director	
Department:  Community Development
Reports To:  Town Manager
Job Classification: Grade 14 
[bookmark: _GoBack]Salary:  $80,171 - $95,732
FLSA: Exempt


ESSENTIAL FUNCTIONS:

The essential functions or duties listed below are illustrations of the type of work performed.  The omission of specific statements of duties does not exclude them from the position, if the work is similar, related, or a logical assignment to the position.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

· Works under the supervision of the Town Manager
· Acts as the first point of contact for residential development proposals
· Answers questions, explains and gives directions to landowners, attorneys, engineers, real estate agents, and potential buyers pertaining to the development process
· Reviews and makes recommendations to the Planning Board and the Board of Selectmen on all applications for Special Permits and Site Plan approval applications
· Meets with applicants prior to and after plan submission; coordinates and communicates the recommendations of other Departments and Boards
· Coordinates efforts with the Regional Planning Agency to assure the Town’s inclusion in Massachusetts planning, policy and funding decisions
· Participates in and provides support for community planning efforts and for general economic and community development throughout town
· Provides economic development information and assistance to new and expanding businesses in Dracut
· Prepares Grant applications for planning, land preservation, infrastructure and for the provision of services
· Expected to assist with posting information on the  town’s website; technology planning; and have a working knowledge of the Town’s GIS system and the full suite of Microsoft Office programs
· Provide staff support to Board of Selectmen, Planning Board, Community Preservation Committee, Affordable Housing Committee, Zoning Board of Appeals, the Zoning By-Law Review Committee, and the Economic Development Sub-Committee of the Selectmen

ESSENTIAL DUTIES AND RESPONSIBILITIES cont’d:

· Coordinate and report on Departmental Review Meetings for Dracut Development proposals
· Must have valid Massachusetts driver’s license 
· Must have own vehicle
· Must attend evening meetings of the Board of Selectmen, Planning Board, Zoning Board of Appeals (as needed), Economic Development Committee, Zoning By-Law Review Committee, Affordable Housing Partnership and the Community Preservation Committee
· Any other duties assigned by the Town Manager

RECOMMENDED MINIMUM QUALIFICATIONS:

Master’s degree in urban or regional planning, public administration, or related field highly desired.  Five (5) years of progressively responsible municipal planning experience including supervisory and administrative experience; or any equivalent combination of education and experience.  AICP certification preferred.

KNOWLEDGE, ABILITY AND SKILLS:

Knowledge:   Thorough knowledge of zoning, performance standards, storm water management, subdivision rules and regulations, and applicable state statutes rules and regulations, the state zoning act and subdivision control law and current principles and techniques of land use and comprehensive planning.

Ability:	   Ability to communicate in English effectively, orally and in writing, to interpret by-laws and regulations and report conclusions in a concise, clear and impartial manner and to conduct independent research on land related issues and report conclusions to the Planning Board; ability to establish effective working relationships with Town officials, governmental representatives, community groups, and the general public and to execute programs in a professional manner; ability to prepare and administer budgets; ability to prepare technical writing.

Skills:   Working knowledge of standard office software such as word proce4ssing, spreadsheets and database management applications; familiarity with technical GIS and/or engineering software such as ArcView and ArcGis.


PHYSICAL REQUIREMENTS:

Some occasional light physical effort (1/10 of 7 hours) required to perform site inspections and review.


This job description does not constitute an employment agreement between the employer and employee, and is subject to change by the employer, as the needs of the employer and requirements of the job change.
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