
Town of Tilton

Job Description: Land Use Coordinator
Part-time hourly non exempt - 32 hours per week
Revised January 9,2014

LAND USE COORDINATOR

JOB SUMMARY

Performs highly responsible clerical and technical duties while coordinating the functions of the
Planning Board, the Zoning Board and the Code Enforcement Officer. Provides organizational
assistance to the assessor. Maintains property assessment files and tax maps. Serves as the Town's
primary contact with the general public concerning land use matters.

SUPERVISION RECEIVED

Reports to the Board of Selectmen and the Town Administrator and also receives work
assignments from the Chairman of the Planning Board and the Chairman of the Zoning Board
of Adjustment. Carries out duties with a great deal of independence.

PRIMARY DUTIES

Manages and maintains the assessment files, tax maps, and related lists.

Updates assessment records in accordance with transfers and pickups and coordinates
information with the Town Assessor, Town Clerk/Tax Collector, mapping service, Tilton
Sewer Commission, etc. Downloads deeds and provides copies of transfers/lot mergers to
Town Clerk/Tax Collector and Tilton Sewer Commission. Verifies owner address changes and
provides list of changes to Town Clerk/Tax Collector and Tilton Sewer Commission.

Manages and maintains the Town's subdivision and site plan files.

Serves as liaison between the Planning Board/Zoning Board and Applicants, Engineers, Town
Attorney, Conservation Commission, Board of Selectmen, Police and Fire Departments, Tilton
Sewer Commission and the Code Enforcement Officer as it pertains to land use issues.
Provides Town Clerk/Tax Collector with a list of properties and/or building units that are not
approved as year-round residences in accordance with town ordinances.

Assists members of the general public in the completion of applications for building permits
and applications to the Planning and Zoning Boards.

Assists the Planning Board in the review of submissions to the Planning Board for
technical accuracy.

Attends all meetings of the Planning and Zoning Boards. Takes and transcribes minutes.
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