SPRING ARBOR TOWNSHIP   |   Jackson County, Michigan
ZONING ADMINISTRATOR
Job Posting & Description
THE OPPORTUNITY
Spring Arbor Township is seeking a qualified and motivated individual to serve as its Zoning Administrator. The Zoning Administrator performs a variety of tasks that help shape the future of the Township. The position is responsible for administering and enforcing the Township’s Zoning Ordinance, supporting the Planning Commission and Zoning Board of Appeals, and serving as a primary point of contact for citizens, developers, and businesses seeking zoning and planning-related information.

The Zoning Administrator reports to the Township Supervisor and is subject to the rulings, policies, and contracts of the Township Board of Trustees.
RESPONSIBILITIES
An employee in this position may be called upon to perform any or all of the following essential duties. These examples do not include all duties the employee may be expected to perform.
Zoning Administration
1. Administer and enforce the Spring Arbor Township Zoning Ordinance and related ordinances, regulations, and forms.
1. Accept, review, and process applications for zoning permits, site plans, variances, special use permits, re-zonings, and land division or boundary line adjustments.
1. Conduct site visits and technical reviews related to zoning and development applications; generate staff reports for the Planning Commission, Zoning Board of Appeals, and Board of Trustees.
1. Make administrative decisions regarding the interpretation and application of zoning ordinances and regulations.
1. Conduct reviews to ensure proposed land use changes comply with the Zoning Ordinance and the Future Land Use Map (Master Plan).
1. Identify, inventory, and monitor nonconforming uses.
1. Develop recommendations regarding zoning amendments, permit fee structures, and zoning forms; propose solutions to problems encountered in administering the Zoning Ordinance.
Enforcement
1. Investigate alleged violations of the Zoning Ordinance and civil infractions; assist the chief ordinance officer to advise landowners and applicants of required corrective measures.
1. Maintain an inventory of violations, including dated photographs and other evidence; submit written reports to the Township Board and Planning Commission on the status of violations.
1. Coordinate enforcement of the Zoning Ordinance with other related land use statutes and codes in cooperation with appropriate agencies.
Board & Commission Support
1. Serve as staff to the Planning Commission and Zoning Board of Appeals; prepare and present agendas, staff reports, and technical information at public meetings; attend evening meetings as required.
1. Prepare and ensure compliance with legal notices; receive and compile public comments; maintain meeting records and minutes.
1. Represent the Township at meetings, as assigned, including Township Board of Trustees meetings as needed.
Office Administration
1. Maintain the zoning map, text, and office records; record all amendments and retain official documents; make copies of the Zoning Ordinance available to the public.
1. Coordinate with the Township Clerk, Planning Commission, and other staff to prepare, post, and deliver public notices and hearing materials.
1. Administer established office procedures and policies.
Public Relations
1. Serve as a primary point of contact for citizens, developers, contractors, and property owners regarding zoning regulations, procedures, and ordinances.
1. Work and communicate with elected and appointed officials and the general public with appropriate etiquette and diplomacy.
1. Maintain established public office hours at Township Hall; attend professional development trainings, seminars, and conferences as needed to remain current on zoning law and trends.
Other
1. Perform other duties as may be specified by the Zoning Ordinance or as directed by the Planning Commission, Zoning Board of Appeals, Board of Trustees, or Township Supervisor.
1. Upon termination of employment, return to the Township all materials associated with the Zoning Administrator position within seven (7) days.
PREFERRED SKILLS AND QUALIFICATIONS
To perform this job successfully, an individual must be able to satisfactorily perform each essential duty. The requirements below represent the knowledge, skills, and abilities required. Reasonable accommodations may be made for otherwise qualified individuals.
Education & Experience
1. High school diploma or GED equivalent required; an associate’s or bachelor’s degree in urban or regional planning, public administration, geography, or a related field is preferred.
1. Previous experience in zoning administration, land use planning, code enforcement, or a related field is preferred; equivalent experience will be considered.
1. If the selected candidate does not hold a higher degree, completion of the Michigan State University Extension Citizen Planner and Zoning Administrator Certificate Programs is required within twelve (12) months of hire.
Knowledge, Skills & Abilities
1. Knowledge of zoning ordinances, land use planning principles, and local, state, and federal laws governing land use and zoning, including the Michigan Zoning Enabling Act.
1. Ability to read and interpret legal descriptions, site plans, blueprints, surveys, and other planning and zoning documents.
1. Strong written and oral communication skills; ability to explain technical codes and requirements clearly to the public, applicants, and officials.
1. Ability to work effectively and diplomatically with elected and appointed officials, developers, contractors, property owners, and the general public, including in contentious situations.
1. Must present a positive environment and encourage residential and business development opportunities in the Township.
1. Strong organizational skills; ability to prioritize workload, meet deadlines, and work independently with limited supervision.
1. Proficiency with computer applications including Microsoft Office Suite; familiarity with BS&A software and GIS is preferred.
1. Must possess a valid Michigan vehicle operator’s license and provide own transportation for site inspections and Township-related travel.
WORKING CONDITIONS
1. Combination of office and field work; regular travel throughout the Township is required.
1. Subject to irregular or extended hours to meet schedules and attend evening meetings.
1. Field work includes prolonged walking over uneven terrain, site inspections, and occasional lifting of items up to 60 pounds.
1. Subject to work-related calls outside of regular office hours.

COMPENSATION & SELECTION
Hours of work and compensation shall be set by the Township Board and reviewed annually. Selection will be based on a formal application, rating of education and experience, oral interview, and reference check; job-related tests may be required.
The duties listed in this posting are intended only as illustrations of the various types of work that may be performed. The omission of specific duties does not exclude them from the position if the work is similar, related, or a logical assignment to the position. This posting does not constitute an employment agreement and is subject to change as the needs of the Township evolve.
HOW TO APPLY
Interested applicants should submit a completed application, cover letter, and resume to:
Spring Arbor Township Supervisor
P.O. Box 250  •  Spring Arbor, MI 49283

































Spring Arbor Township is an Equal Opportunity Employer.
Spring Arbor Township  •  107 E Main Street  •  Spring Arbor, MI 49283  •  517-750-2800	                     	  June 2026
