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TITLE: PLANNING & ZONING COORDINATOR 
 
General Responsibilities: Under the supervision and direction of the Director of Planning & 
Zoning, the Planning & Zoning Coordinator (PZC) is responsible for review and enforcement of 
the planning, zoning, and land-use activities within Peninsula Township. The PZC serves as 
staff liaison to the Zoning Board of Appeals and Planning Commission and administers 
applicable local ordinances.  
 
Duties: The duties of the PZC shall include, but are not limited to, the following: 
 

 Administer and enforce the provisions of the Peninsula Township ordinances; 
 Counsel and advise property owners, contractors, realtors, and others in various 

planning, zoning, and land use matters; 
 Review and process applications and plans for zoning permits, variance requests, 

special land use permits, site plans, zoning amendment requests, land divisions, land 
transfers, private roads, special/seasonal sales activities/events, and other land use 
applications required by the various Township ordinances, for compliance with the 
respective ordinance; 

 Assist applicants with the requirements for the Zoning Board of Appeals and the 
Planning Commission; 

 Conduct preliminary and final on-site inspections and other inspections as needed to 
ensure compliance with applications, issued permits, and applicable ordinances; 

 Conduct regular field inspections to identify possible ordinance violations. Provide 
photographic documentation of all final inspections and other inspections as needed; 

 Consult with the Township attorney on ordinance matters and provide investigative and 
evidence gathering services for the prosecution of ordinance violations. Issue 
Ordinance violation appearance notices as appropriate, attend court hearings, and 
provide testimony as required;  

 Research past Zoning Board of Appeals and/or Planning Commission cases, 
ordinances, controlling site plans, etc. on all development proposals; 

 Maintain regular contact with Township officials regarding enforcement activities and 
other activities of immediate concern; 

 Analyze and draft recommendation memos and staff reports to the Zoning Board of 
Appeals, Planning Commission, Parks Commission, and Township Board;  

 Prepare case files and publication notices in accordance with applicable state laws and 
local ordinances; 

 Collect fees consistent with the Fee Schedule established by the Township Board; 
 Develop new and/or updated special use permit, variance, land use permit, etc. 

applications as needed; 
 Maintain accurate and current records of all ordinance matters, including but not limited 

to, applications, permits, variance requests, enforcement actions, complaints, and 
correspondence; 

 Analyze land use data using Geographic Information Systems (GIS) to generate 
meaningful reports and maps; 

 Perform other related duties as directed by the Director of Planning & Zoning. 
 


