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These descriptions accompany the hours/week and pay analysis of the same date.   

 

Current Staffing 

 

Town Planner/Zoning Administrator/Sewage Officer (40 hours) 

 Oversee all planning—amendments to the Town Plan and Land Use Regulations; special projects, e.g. wastewater, 

stormwater, village planning; liaison with regional planning commission and other regional and state organizations 

 Administer subdivision and site plan review permitting (both of which are reviewed/approved by the Planning 

Commission), including interfacing with applicants, adjoiners, prospective applicants, etc.  

 Administers zoning permitting, including interfacing with applicants, adjoiners, prospective applicants, realtors, etc. 

 Investigate and enforce violations 

 Administer wastewater permitting as delegated by the state, with technical assistance from consultant 

 Review and comment on Act 250 and Section 248 applications 

 Interface with and assist town committees, e.g. conservation, energy 

 Assist Health Officer as needed 

 

Administrative Assistant (35 hours) 

 Initial contact (counter and phone) 

 Maintain office and computer filing, record-keeping and web-site 

 Assist with Town Report 

 Assist with Volunteers’ Holiday Party 

 Administer applications that are reviewed/approved by the Zoning Board of Adjustment; including interfacing with 

applicants, adjoiners, prospective applicants, etc., as well as review by Design Review Committee (for Thompson’s 

Point Committee). 

 E911 administration 

 

Comment—the position combines what had been two positions totaling 50 hours/week (ZA=30 hours & TP=20 hours) into a 40 

hour/week position.  The current Town Planner/Zoning Administrator has been working significant amounts of overtime, 

which is not sustainable.  Also, zoning issues take precedence over planning issues due to urgency of deadlines, so 

there’s not sufficient time available for planning.  

 

Option 1 

 

Town Planner/Zoning Administrator/Sewage Officer (40 hours) 

 All the same as current 

 

Administrative Assistant (40 hours total) 

 All the same as current, with 5 additional hours to provide additional administrative assistance to Zoning Administrator 

 

Comment—this option was discuss over the past year.  It still does not provide sufficient hours to address problem noted under 

Current Staffing.  

 

Option 2 

 

Town Planner (35 hours) 

 All planning 

 Applications to the Planning Commission (subdivision & site plan review)  

 Some wastewater permitting (associated with subdivisions) 

 Act 250 and Section 248 review 

 Assist Health Officer 

 Some initial contact with public (counter and phone) 

 Some administrative work, filing, computer recording keeping, web-site 

 Interface with and assist town committees  

 

Zoning Administrator (30 hours) 

 Zoning permitting 

 Zoning enforcement 

 Wastewater permitting (replacement systems and existing lots) 

 Applications to Zoning Board of Adjustment (conditional use, appeals from ZA, variance) 

 Some initial contact with public (counter and phone) 

 Some administrative work, filing, computer recording keeping, web-site 

 

Administrative Assistant (25 hours total) 

 Some initial contact with public (counter and phone) 

 Some administrative work, filing, computer recording keeping, web-site 

 E-911 

 Assist with Town Report 

 Assist with Volunteers’ Holiday Party 

 

Comment—this option separates zoning and planning, which both improves functionality by having a staff-person dedicated to each, 

and it also addresses the over-burden/over-time issue.  The down-side of this option is that it adds a third staff-person, 



and increases total hours and the total cost.  This is staff’s preferred option, as it provides a configuration that will 

provide the best service to the town. 

 

Option 3 

 

Town Planner (30 hours) 

 All planning 

 Applications to the Planning Commission (subdivision & site plan review)  

 Applications to Zoning Board of Adjustment (conditional use, appeals from ZA, variance) 

 Act 250 and Section 248 review 

 Assist Health Officer 

 Some initial contact with public (back-up) 

 Some administrative work, filing, computer recording keeping, web-site 

 Interface with and assist town committees  

 

Zoning Administrator (25 hours) 

 Zoning permitting 

 Zoning enforcement 

 Wastewater permitting 

 Some initial contact with public (primary) 

 Some administrative work, filing, computer recording keeping, web-site 

 

Administrative Assistant (20 hours total) 

 Some initial contact with public (secondary) 

 Some administrative work, filing, computer recording keeping, web-site 

 E-911 

 Assist with Town Report 

 Assist with Volunteers’ Holiday Party 

 

Comment—This option still separates zoning and planning (i.e. it improves functionality).  It shifts ZBA applications to the Town 

Planner, so that position will be responsible for all development review that requires hearings. Wastewater permitting is 

shifted entirely to the Zoning Administrator.  The Town Planner has less responsibility for counter and phone coverage.  

The Administrative Assistant will perform most administrative tasks, although with hours as indicated, the Zoning 

Administrator and Administrative Assistant may not have much overlap—so ability to communicate and coordinate work 

effectively may be negatively affected, particularly when employees are new.  The total cost increase is fairly modest.  

The downside is that it adds a third staff-person. 

   

Recognizing that Option 2 represents a sizeable increase in cost, this option represents a more modest cost increase while 

providing some increase in functionality, so is the preferred option following Option 2.  

 

Option 4 

 

Town Planner (40 hours) 

 All planning 

 Applications to the Planning Commission (subdivision & site plan review)  

 Applications to Zoning Board of Adjustment (conditional use, appeals from ZA, variance) 

 Act 250 and Section 248 review 

 Assist Health Officer 

 Some initial contact with public (secondary) 

 Some administrative work, filing, computer recording keeping, web-site 

 Interface with and assist town committees  

 

Zoning Administrator (40 hours) 

 Zoning permitting 

 Zoning enforcement 

 Wastewater permitting 

 Initial contact with public (primary) 

 Some administrative work, filing, computer recording keeping, web-site 

 E-911 

 

Town Administrator 

 Town Report 

 

Comment—this option has the same number of employees as the current configuration.  There is no Administrative Assistant, so the 

tasks associated with that position are shifted to the other positions.  Therefore hours are increased on other positions; but 

regardless, work efficiency will likely be reduced as those positions will be shifting between permit work, administrative 

work, counter work and phone calls.  The total cost of this option is higher than Option 1 (which has the same total 

hours) because the pay-rate of the Zoning Administrator is higher than the pay-rate of the Administrative Assistant.  The 

Town Report would be shifted entirely to the Town Administrator.  The Volunteers’ Holiday Party would probably not 

have staff support in this configuration.   

 

If the Selectboard feels that maintaining the current number of staff-persons is a priority, this configuration is the 

preferred option for that level of staffing. 


