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Sarasota County

SARASOTA COUNTY GOVERNMENT
CAREER TRACK

ZONING CAREER TRACK

MAJOR FUNCTION

SUB-CLASS CODE: See Below
EEO Code: 05

FLSA: Non-Exempt

W/C Code: 8810

PAY BAND: See Below

This is para-professional and professional/technical work reviewing permit applications for compliance with the

Sarasota County Unified Development Code.

Primary Purpose

Zoning Technician
Para-Professional, Tier I, Non-Exempt
Sub-Class Code: 37542, Pay Grade: 9931

Zoning Plans Reviewer
Professional/Technical, Tier 11, Non-Exempt
Sub-Class Code: 37541, Pay Grade: 9932

Work is performed with assistance or supervision and
includes entry-level technical work supporting zoning
and land use activities by assisting in permit reviews,
providing customer service, and performing zoning
research in accordance with the Sarasota County Unified
Development Code.

In general, work assignments at this level include, but
are not limited to:

e Uses GIS and other mapping tools to locate
properties and determine zoning districts, flood
zones, coastal construction zones, beach setback
lines, and other regulatory overlays.

e Conducts preliminary zoning reviews on permit
applications for completeness before further review.

e Reviews applications for basic zoning compliance
under supervision.

e Assists the public and County agencies by providing
information on general zoning information.

e Assists in verifying zoning requests and answering
customer inquiries via phone, email, and in person.

e  Assists in maintaining zoning records, permit logs,
and related documentation.

e Researches and gathers data for zoning-related
reports and projects.

e Supports Zoning Plans Reviewers with
administrative tasks and case preparation for the
Board of Zoning Appeals.

e Delivers quality customer service to applicants,
contractors, and the public.

Work is performed with minimal assistance or
supervision and includes professional/technical work
reviewing permit applications for compliance with the
Sarasota County Unified Development Code.

In general, work assignments at this level include, but

are not limited to:

= Locates property to determine flood zones, zoning
districts, coastal construction zones, beach setback
lines, PID’s and property addresses using manual and
computer-aided methods

= Reviews, approves and processes permits to ensure
compliance with applicable Federal, State and County
laws, ordinances, and regulations

= Reviews spot surveys to ensure correct foundation
location according to zoning district and setback
requirements

= Accurately locates zoning-related articles contained in
the Unified Development Code in conjunction with
permit reviews, customer inquiries, etc.

= Reviews and approves Certificates of Occupancy
permits for commercial businesses

= Researches and prepares cases for Board of Zoning
Appeals

= Verifies zoning requests and answers questions from
the public via phone, e-mail or in person

=  Assists in interpreting various land use rules, zoning
ordinance regulations, and policies

= Assists in preparing spreadsheets, reports, tables,
maps, etc. and effectively communicates data

» Delivers quality customer service to customers,
partners and community groups

Primary Core Competencies (Knowledge, Skills and Abilities)
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Para-Professional, Tier I

Professional, Tier 11

Professional SKkills

= Basic knowledge of zoning laws, ordinances, and
regulations.

= Familiarity with legal descriptions and zoning
maps.

=  Ability to read and interpret basic site plans and
property records.

= Effective customer, client and citizen relations

= Effective written and verbal interaction

= Prioritize and schedule assignments

=  Strong attention to detail and organizational skills.

= Ability to work collaboratively and take direction
from senior staff.

Knowledge of Federal, State and County zoning laws,
ordinances, and regulations

Knowledge of moderately complex legal descriptions
Ability to read engineering/architect scales and to
read/interpret moderately complex maps, plans, aerials,
etc.

Ability to interpret and apply moderately complex
principles, policies, practices

Ability to become familiar with basic site and
development portion of the Unified Development Code
Demonstrates effective problem solving and decision-
making ability

Ability to prioritize assignments

Recognizes sensitive topics and refers questions to a
supervisor as needed

Business Equipment

and Computer Skills

e Basic software applications, email
communications, Internet/Intranet operations,
Internet searches, some knowledge of GIS

e Proficiency in Microsoft Office Suite (Word,
Excel, Outlook).

e Ability to learn and use GIS and permitting
software (Accela system preferred).

Intermediate to advanced software applications

Internet/intranet operations

Proficient in Outlook, Word and Excel

Proficient with the Accela system and experienced in
GIS

Minimum Qualifications

Para-Professional, Tier I

Professional, Tier 11

= A high school diploma or its equivalent

= Possession of a valid Florida Driver License.

= (- 1 year of experience in compiling, tabulating
and entering data, preparing, and interpreting
maps/GIS information, and other general research,
and the basic ability to read site plans/permit
drawings.

= Some knowledge/skills in GIS (interpreting maps,
understanding of GIS capabilities, and performing
basic GIS queries) as well as college course work
(60-semester credit hours) in Planning, Geography,
GIS data, Statistics, Economics, or other-related
field is preferred and can substitute for the
experience.

A high school diploma or its equivalent and 2 -5
years of experience in Zoning Plans review.
Knowledge of Federal, State and County Zoning
laws, ordinances and regulations.

Ability to interpret legal descriptions and prepare
spreadsheets.

Possession of a valid Florida Driver License.
College course work (60-semester credit hours) in
Planning, Geography, GIS data, Statistics,
Economics, or other-related field can substitute for
the experience.

Requires some knowledge/ skills in GIS.

NOTE: Employees that acquire the skills and minimum qualifications for the next level will be eligible to apply for
promotional opportunities. Employees will not automatically be upgraded to the next level. Reclassifying a position is
based on business need and financial impact and not based solely on the incumbent.
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