
  DODGE COUNTY 
    TITLE: Zoning Administrator 

 
BAND      C GRADE      4 SUBGRADE     3 
DIVISION: 
Environmental Services 

ACCOUNTABLE TO: 
Environmental Services 
Director 

CLASS CODE: 
Exempt 

PRIMARY LOCATION:  
Mantorville 

NORMAL HOURS: 
8:00 a.m. - 4:30 p.m. 

DATE OF LATEST REVISION: 
8/1/18 

 
JOB PURPOSE: 
Under general direction of Environmental Services Director, the County Zoning 
Administrator will administer and enforce the County’s Zoning Ordinance and Buffer 
Ordinance, including program development, budget administration, work plan development, 
and staff direction and supervision. The Zoning Administrator also provides general 
oversight and implementation of the County Sewage Treatment System Program, AgBMP 
Loan program and Feedlot Services.   
 
Duty 
No. 

Essential Duties Frequency B/G 

1. Septic Systems:  
Oversees the County’s Sewage Treatment System Program.  
Duties include implementation of the Dodge County Subsurface 
Treatment rules as amended and Minnesota Sewage Treatment 
Rules.   
 
Also responsible for septic budget preparation and reporting.  
Zoning Administrator will actively seek and administer grants that 
may maintain or advance the implementation of services. 

10%  

    
2. Zoning Ordinance: 

Duties of the Zoning Administrator as defined in the Zoning 
Ordinance include:  

1. Administer and enforce the Zoning Ordinance, 
Subdivision Regulations, Shoreland Regulations, 
Floodplain Regulations and all other applicable 
land use regulations; 

2. Issue permits specified in this ordinance and make 
and maintain records thereof, including but not 
limited to maps, amendments, conditional uses, 
interim uses, alterations, variances, appeals, and 
applications; 

3. Conduct inspections of buildings and the use of 
land to determine whether they comply with the 
terms of this Ordinance; 

4. Receive, file, and forward all applications for 
appeals, variances, conditional uses, and 
amendments to the designated official bodies; 

5. Institute in the name of the County any appropriate 
actions or proceedings against a violator, as 
provided for; 

80%  
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6. Act as an advisor to the appropriate boards and 
committees as determined by the County Board; 

 
Other duties include work plan development and supervision of 
staff and contractors as assigned. Also responsible for budget 
planning and oversight. Zoning Administrator will actively seek 
and administer grants that may maintain or advance the 
implementation of services.  
 

    
3. Feedlots:  

Provide technical and administrative assistance to producers for 
compliance with Minnesota Rules Chapter 7020 and the Dodge 
County Zoning Ordinance.  Duties include feedlot site 
assessments, complaint investigation, producer assistance, 
education, database maintenance and inventories.   
 
Zoning Administrator will coordinate with the Dodge SWCD to 
prioritize and evaluate feedlot sites for the implementation of 
practices and pursuit of grants/cost-share for the purpose of 
improving water quality.   
 
Also responsible for budget planning and oversight.  

10%  

    
4 Water Quality and Other  

1. Investigate complaints and possible violations of 
regulations. Complete other work for department as 
needed. 

2. Responsible for all budget amendments for Dodge 
County’s AgBMP program. This position will be day-to-day 
primary contact and will have approval authority for all 
Dodge County AgBMP activity, including applications, 
budgets, and agreements. 

3. Administer and enforce Dodge County Riparian and 
Water Quality Protection Ordinance (Buffer Ordinance) 

 

As 
needed 

 

 
MINIMUM QUALIFICATIONS:  

 4-year college degree in related study with one year of related experience. 
 Combination of related education and experience will be considered.   
 Work experience for County or other public agency in area of regulatory compliance 

or law enforcement highly desirable. 
 Work experience in building, construction, zoning code enforcement, or agricultural 

practices is highly desirable.   
 Valid Minnesota Driver’s license required. 
 Must obtain and maintain MPCA Sewage Treatment License required to conduct 

compliance inspections within 18 months of employment. 
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KNOWLEDGE/SKILLS/ABILITIES REQUIRED: 

 Knowledge of general procedure for regulatory compliance investigation and 
recording. 

 Knowledge of general biological processes and soil properties.   
 Knowledge of MPCA sewage treatment rule 7080 
 Knowledge of MPCA feedlot rule 7020 
 Demonstrated knowledge of maps and geographic coordinates.   
 Demonstrated knowledge of technical English, spelling and punctuation.    
 Demonstrated knowledge of modern office practices, procedures, systems and 

equipment.   
 Demonstrated ability to collect, analyze, and summarize data. 
 Demonstrated ability to work independently. 
 Demonstrated ability to use independent judgment to make decisions.  
 Demonstrated ability to communicate a variety of information to all levels of County 

personnel and the general public. 
 Demonstrated ability to establish and maintain trust with others. 
 Demonstrated ability to accurately complete work in a timely manner. 
 Demonstrated ability of self-starting skills. 
 Demonstrated ability to show good organizational skills. 
 Demonstrated working knowledge of personal computers, Windows operating 

system, Microsoft Word, Microsoft Excel, Internet Explorer (or comparable browser), 
and Outlook Express (or comparable e-mail client). 

 Demonstrated proficiency to organize work efficiently and effectively. 
 Ability to work under pressure. 
 Demonstrated proficiency to maintain and update records and to control their use 

and presentation. 
 Demonstrated ability to establish and maintain effective working relationships with 

other employees and the general public 
 
CORE COMPETENCIES OF POSITION: 

 Knowledge of Work Rules.  Develops and maintains a thorough working knowledge 
of all department and applicable jurisdictional polices and procedures in order to 
help facilitate compliance with such policies and procedures by all staff members.  

 Commitment to the Work Group.  Develops respectful, cooperative and productive 
work relationships with co-workers, including the demonstrated willingness to help 
newer staff so their respective job responsibilities can be performed with confidence 
as quickly as possible.   

 Commitment to Customer Service.  Demonstrates by personal example the service 
quality and integrity expected from all staff members.  Represent Dodge County in a 
professional manner to the general public, employees and other outside 
contact/constituencies in a manner that helps maintain and enhance Dodge 
County’s reputation as well managed and citizen oriented. 
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 Communication.  Confer regularly with and keep one’s immediate supervisor 
informed of all important matters pertaining to those functions and job 
responsibilities for which they are accountable. 

 Productivity and Work Organization.  Demonstrates ability to plan, organize and 
accomplish work in a timely and effective manner.  Report to work location on time 
and on a regular basis. 

 Problem Solving and Decision Making.  Exercise good judgment in problem solving, 
analytical thinking, and independent thinking as it relates to departmental and 
county procedures, problems, and policy interpretations.   

 Safety Rules and Procedures.  Know and observe the safety policies and 
procedures of the County.  Perform tasks in a safe and efficient manner while using 
appropriate safety equipment, clothing, and devices. 

 
 
ACCESS TO NOT PUBLIC DATA:  
The employee in this position may encounter not public data in the course of these 
duties. Any access to not public data should be strictly limited to accessing the data that 
are necessary to fulfill the employment responsibility. While data is being accessed, 
incumbent should take reasonable measures to ensure the not public data are not 
accessed by individuals without a work reason. Once the work reason to access the 
data is reasonably finished, incumbent must properly store the not public data 
according to the provisions Ch. 13.  
 
PHYSICAL ACTIVITIES/REQUIREMENTS: 
Medium work which may include exerting up to 50 lbs of force occasionally.   
Position may include long periods of sitting and will include ability to tour areas of rough 
terrain not handicap accessible (fields, barns, etc..).  Work may be dirty at times. 
 
 
SAFETY POLICY: 
It is the responsibility of every employee of Dodge County to know and observe the 
safety policies and procedures of the County.  Each employee is expected to perform 
tasks in a safe and efficient manner while using appropriate safety equipment, clothing, 
and devices. 
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Physical, Mental and Environmental Requirements 
 

Part I:    Physical Requirements 

Section A  
The physical mobility requirements of this job are to 
spend: 
 

 Section B  
The physical effort requirements of this job are 
 
 # of pounds lifted 

 Section C 
The physical dexterity requirements of this 
job are to operate: 

4 hours a day sitting  20 pounds lifted waist high  X a telephone 
4 hours a day standing   pounds lifted shoulder high  X Computer/electronic equipment 
2 hours a day walking   pounds lifted above the head  X hand tools 
2 hours a day kneeling      Electric tools 
2 hours a day stooping      Manipulate small objects 

1.5 miles a day walked  20 pounds are carried alone    
 feet climbed using a ladder   pounds are carried with someone else    
 feet climbed on an incline   distance weight must be carried (feet)    
 feet climbed using stairs   pounds are pushed    

    pounds are pulled    

   x pounds are held    

 
 
 

 Part II:  Sensory Abilities  

The checked items listed below are sensory requirements needed 
for this job. Items are critical, useful, or not required. 

    Part III:  Mental Effort  

The mental efforts required on a daily basis are: 

critical  useful  
     

X  see  X reading X Analyzing data 
X  distinguish colors   X writing X Searching for solutions 
X  hear or listen  X basic arithmetic X Creating methodologies 
  taste  X mathematics X Conducting research 

X  smell  X weighing and/or measuring X Managing resources 
X  touch  X visualizing conclusions X Evaluating performance of others 
X  speak        

 
 
 

Part IV: Work Environment 

The elements of this job’s work environment are (complete all that apply): 

 
7 hours a day spent working 

under time pressure 
 X The condition of the air is clean 

(controlled) 
 X The noise level is normal 

6 hours a day spent working 
rapidly 

 X The condition of the air is normal/average   The noise level is loud, requiring ear 
protection 

50 % of time spent indoors   The condition of the air is dusty/dirty  X The surface of the working 
environment is level 

50 % of time spent outdoors   The condition of the air is wet/humid  X The surface of the working 
environment is sloping 

20 % of time spent in an 
automotive vehicle 

  The condition of the air is affected by 
fumes, smoke etc. 

 X The surface of the working 
environment is uneven 

50 % of time spent at a desk, 
bench or window 

     The surface of the working 
environment is slippery 

50 % of time spent in an 
office or control room 

      

 
 
Part V: Additional Comments: 
 
 


