Town of Sweden Planning Board Assistant Job Description 

Job Title:  Planning Board Assistant, Town of Sweden, Maine 

Job Definition/Summary: Assist the Planning Board with record-keeping and other administrative duties. In addition, provide support as needed for the Board of Appeals and the Code Enforcement Officer (CEO). This is a part-time role anticipated to require 25-30 hours per month. Hours are generally flexible and much of the work can be done from home. Some work will be required to be performed in the town office, but this is not a public-interfacing role.
List of Responsibilities and Essential Job Functions:
· Provide new Planning Board (PB) and Board of Appeal (BOA) members basic information such as when meetings are held, providing necessary materials (such as zoning ordinance, subdivision regulations, maps, guides, etc); explaining town policies in conjunction with the Planning Board Chair (examples: when does the town pay for mileage, what type of training is required and what is available at the town's expense). 
· Supports the Planning Board by performing the following activities:
· File documents in the Map & Lot permanent files and the meeting minute files which are located in the Town Office.
· Maintain master spreadsheet or database that indexes all Map and Lot files to include records from the CEO, PB, BOA and Local Plumbing Inspector (LPI).
· Manage the Town Office supply of Zoning Ordinance and Subdivision Ordinance books including Floodplain Management maps and other reference materials as needed.

· Communicate with Tax Assessor annually on any new lots created, amendments to subdivisions, and other information as requested by the PB Chair. 
· Set up new file folders in Map and Lot files for each new lot. 
· Maintain the Town Office Map files annually or as needed.
· Maintain the Town Office Subdivision Plan book whenever there is a new plan. 

· Review Board of Selectmen (BOS) minutes to look for updates related to properties in town. If found, add those to the master spreadsheet/database and obtain copies for the Map and Lot files.
· If the town Administrative Assistant is not available, be willing to produce copies and collate materials in preparation for board meetings, including agendas, minutes, reference materials, articles, etc. 
· When needed, assist the PB Secretary with physical correspondence (i.e., print, copy, and mail correspondence).
· Maintain and revise the Town of Sweden Planning Board information guides as appropriate. Work with administrative assistant to the BOS to ensure that information is shared. 

· This role may eventually involve attending some meetings and doing occasional research for the board including interactions with MMA legal, Southern Maine Planning and Development Commission (SMPDC), Androscoggin Valley Council of Governments (AVCOG) and other organizations. 
· Supports the Code Enforcement Officer (CEO) by performing the following activities:
· Review monthly CEO reports for accuracy and consistency.
· File documents in the Map and Lot permanent files and the CEO Report files located in the Town Office (and include the master spreadsheet or database) 

· Supports the Board of Appeals (BOA) by performing the following activities:
· File documents in the Map & Lot permanent files and the meeting minute files which are located in the Town Office.
· Maintain master spreadsheet or database that indexes all Map and Lot files to include records from the CEO, PB, BOA and Local Plumbing Inspector (LPI).
· Manage the Town Office supply of Zoning Ordinance and Subdivision Ordinance books including Floodplain Management maps and other reference materials as needed.

· Communicate with Tax Assessor annually on any new lots created, amendments to subdivisions, and other information as requested by the BOA Chair. 
· Set up files in Map and Lot files for each new lot. 

· If the town Administrative Assistant is not available, be willing to produce copies and collate materials in preparation for board meetings, including agendas, minutes, reference materials, articles, etc. 
· Maintain and revise the Town of Sweden Board of Appeals information guides as appropriate. Work with administrative assistant to the BOS to ensure that information is shared. This role may eventually involve attending some meetings and doing occasional research for the board including interactions with MMA legal, Southern Maine Planning and Development Commission (SMPDC), Androscoggin Valley Council of Governments (AVCOG) and other organizations. 

Educational Requirements/Skills
A bachelor’s degree and/or at least 3 years’ experience in an administrative capacity.

Top-notch attention to detail is an essential skill for this role.

Must have excellent computer skills – particularly in MS Word and Excel. 

Must be willing to learn new technology if needed. Training will be provided if so.
Personal Qualifications/Attributes
Must communicate effectively with all types of people.
Must be able to work independently with little supervision after initial training. 

Flexibility is important as priorities can change from time to time.
Team-oriented: is able and willing to work effectively with others. 
Staff Reporting Relationships
The Planning Board Assistant (PBA) will work hours as needed and will track actual hours worked. The anticipated workload is an average of 7 hours per week, although there may be weeks when additional hours are required. These times will be offset by reduced hours during other weeks.
The PBA will be supervised by the Chair of the Planning Board and be subject to ultimate oversight by the Board of Selectmen. The PBA is required to interact with other town officials and employees and will be responsible for collecting reports and other information from them. The PBA role is not anticipated to have much, if any, contact with members of the public, i.e., town citizens.
This is a Non-Exempt Employee role. A non-exempt employee is an employee who is paid an hourly rate and does not meet the qualifications for exemption from the overtime requirements of the FLSA. For non-exempt employees, an accurate record of hours worked must be maintained. The Town will compensate non-exempt employees in accordance with applicable federal and state law and regulations.

Benefits: The Town of Sweden does not provide employee benefits or paid time off for this role.
Note: an employee hired for the role is considered “probationary” for a period of 3 months. After 3 months, a performance review is held with the employee and the Planning Board Chair in conjunction with the Board of Selectmen will determine if the employee has satisfactorily met the requirements for the role. 
The Town of Sweden is an equal opportunity employer.
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