
Town of Avon 

 

Title:  Planning and Community Development Specialist  

Department:  Land Use/ Planning and Community Development 

Range:  IV, UP  

 

Position Definition:  

Works under the general direction and supervision of the Director of Planning and Community Development 

using independence and judgment to reach desired results.  Performs professional, technical and 

administrative work involved in the processing, coordination and analysis of land use applications, activities 

and programs. Provides short and long term planning considerations and assists in the administration of the 

Avon Plan of Conservation and Development and assists in the administration and enforcement of land use 

regulations, including zoning, subdivision, wetlands and land use appeals.   

 

Examples of Essential Job Duties:  

 

Provides guidance to the public on land use regulatory matters, including technical advice, regulation 

interpretations and determinations. Explains options and alternatives to assure compliance with regulations. 

Participates in interdepartmental reviews of major development projects. May be assigned responsibility for 

a functional area of the review.  

 

Meets with homeowners, developers, contractors and design professionals in interpreting Inland Wetlands 

and Watercourse regulations. Prepares legal notices as required. Assists public in understanding application 

procedures, and reviews submitted applications for completion and accuracy. Conducts pre-construction 

meetings prior to the initiation of any work. Issues permits as required, and monitors projects to assure 

compliance with regulations.  

 

Provides technical and professional assistance to the Inland Wetlands and Watercourses Commission. 

Reviews applications and prepares written reports which identify deficiencies and an assessment of wetland 

impacts.  

 

Monitors projects for compliance with plans approved by the Wetlands Commission and the Planning and 

Zoning Commission. Investigates violations and issues enforcement orders as required.  

 

Performs inspection, reviews and enforcement duties in the administration of the Inland Wetlands and 

Watercourses Regulations of the Town, and performs environmental planning to assist in the protection of 

the Town's natural resources.  

 

Organizes work to provide regular and periodic inspection of properties throughout town for zoning 

compliance. Receives and investigates zoning violation complaints. Issues notices to violators. Follows up 

to assure violations are corrected. Issues cease and desist orders as necessary. Confers with the Town 

Attorney in enforcement or interpretive matters. Appears in court as necessary, to support enforcement or 

petition procedures.  

 

Prepares interpretive materials of zoning regulations for public information. Regularly reviews zoning 

regulations and recommends revisions. Prepares regular narrative and statistical reports.  

 

Performs inspection, investigative and administrative duties to assure that residential, commercial and other 

properties comply with zoning regulations of the town and with related state statutes. Reviews and issues all 

Zoning Permits. Serves as Assistant Zoning Enforcement Officer and Inland Wetlands Enforcement Officer.   



 

Performs review and administration of zoning appeals to the Zoning Board of Appeals.  

 

Provides planning recommendations, technical and administrative support in the development of the Town's 

Plan of Development. Assists in near-term and long-range planning, and in compilation and analysis of data 

on environmental, social and physical factors affecting land use. Provides technical and administrative 

assistance to the Inland Wetlands Commission, and to the Zoning Board of Appeals as necessary. Attends 

meetings of the Commissions and Boards as required.  

 

Reviews, inspects, analyzes, and/or investigates the Town’s actions and activities to ensure compliance with 

existing regulations, procedures and policies related to the protection of natural resources and aids in ensuring 

compliance with environmental programs.  Aids in establishing and reviewing environmental procedures and 

policies to address the Town’s purchase and/or acceptance of open space and the acceptance of donated 

structures associated with such a purchase or acceptance.  

 

Assists in the management of spills on Town-owned land or Town-generated spills.  Provides guidance and 

assists in the coordination of long term remediation; coordinates with Town departments and outside 

regulatory agencies; and provides information on such issues to the public when requested. 

 

Provides guidance and advice to ensure compliance of environmental issues affecting the Town; aids with 

the development of procedures and policies to ensure compliance with regulatory requirements; and assists 

various Town departments in addressing the protection of natural resources. Provides general information to 

the public related to the protection of the environment, the protection of natural resources, and the 

management of wildlife issues.  

 

Assists with the interpretation of environmental laws and statutes and confers with the Town Attorney as 

needed.  Provides recommendations to Department Heads to ensure compliance. 

 

Provides professional and technical assistance to address environmental related issues.  Assists with the 

dissemination of general information to the public. 

 

Assists various Town departments, with the Director’s approval with research, recommendations, and 

implementation of regulations, procedures and policies to address the protection of natural resources and to 

ensure compliance with environmental programs and regulatory permitting requirements. 

 

Assists with the development, presentation, and/or submittal of incident, inspection, and technical 

reports/documents to appropriate State and Federal agencies for environmental compliance related actions. 

 

Provides technical assistance and guidance to various Town departments to help facilitate the Town’s 

compliance with storm water management programs, erosion and sedimentation control programs, hazardous 

waste handling/storage programs, groundwater monitoring programs, and other program requirements. 

Provides guidance and work assignments to the administrative Assistant to the Director of Planning.   

Provides supervision to this position in the area of zoning enforcement/administration.  

 

Assumes responsibilities of the Director of Planning and Community Development in his/her absence as 

assigned. Assigns work tasks and supervises administrative staff.   

 

Organizes and maintains files on inspection, review and application work. Assists in the compilation of 

related planning documents, maps, and records. Assists public in the use of these materials.  

 



Acts as a liaison between various Town departments as directed by the Director with the Farmington Valley 

Health District, State agencies, and Federal agencies regarding environmental compliance issues. 

 

 

 

Examples of Incidental Job Duties:  

 

Coordinates activities with other Town departments. Assists in public information programs to maintain 

inland wetlands, watercourse and zoning; and related standards.  

 

Assists with coordination between various departments of the Town; the Farmington Valley Health District, 

State agencies, and Federal agencies to implement appropriate actions regarding environmental compliance 

issues and regulatory programs 

 

Participates in ongoing professional education and training, including membership in public planning and 

environmental organizations.  

 

Performs other related duties as required.  

 

Minimum Qualifications Required: Ability to read and interpret maps, planning documents and data.   

Bachelor’s degree in Environmental Science, Natural Resource Management or Environmental Engineering 

Urban Planning, Land Use Planning or a closely related field and four years of increasingly responsible 

experience, or equivalent combination of education and experience. Current valid Driver’s License.  Upon 

commencing employment, completion of ongoing Planning and Environmental Management Certification 

course work and training programs is required.  Ability to obtain CAZEO Certification and become AICP 

certified within 3 years of hire.   

 

Preferred:  Master’s degree in Environmental Science, Natural Resource Management or Environmental 

Engineering Urban Planning, Land Use Planning Prior experience in zoning enforcement.  Prior experience 

in zoning enforcement.  Completion of Connecticut D.E.P. Municipal Inland Wetlands Commissioner’s 

Training Program and completion of Connecticut D.E.P. Municipal Aquifer Protection Agency Training.     

 

 

Knowledge, Skills, and Abilities: A thorough knowledge of the principles and practices of planning, 

environmental protection and municipal planning, including its physical, social and economic aspects. A 

working knowledge of research techniques involved in environmental planning, conservation or municipal 

planning, including problem definition, data collection and analysis. The ability to acquire a working 

knowledge of land use regulations, statutes, and inland wetland regulations, and to explain them to the public 

is necessary. The ability to acquire a working knowledge of Town Zoning Regulations is essential. Ability 

to apply principles of environmental or municipal planning to solve practical problems and deal with a variety 

of concrete variables in situations where only limited standardization exists is a must. The ability to interpret 

a variety of plans furnished in oral, written or diagrammatic and schedules form. The ability to interpret 

departmental information in layman's terms, and to deal effectively with the public, gaining their cooperation 

in matters of regulations and enforcement, is required. Knowledge and ability to facilitate compliance with 

permitting, remediation, storage, disposal and testing related to environmental programs and requirements.  

The ability to prepare and present written and oral reports in a clear, concise manner is desired.  

 

Physical, Mental Exertion/Environmental Conditions: Must have the ability to work in poor weather 

conditions, including heat, cold, rain or snow. Must be able to walk on rough terrain to inspect undeveloped 

properties and sites that are rough and uneven due to ongoing construction is required. There is on-the-job 



stress; especially regarding zoning enforcement duties. Meeting report deadlines is necessary. There is 

intermittent exposure to video display terminals on a daily basis.  

 

 

Note: The above tasks and responsibilities are illustrative only. This list is not meant to include every task or 

responsibility. Reasonable accommodations may be made to enable individuals with disabilities to perform 

the essential duties.  

 
 

 


