
EAST NOTTINGHAM TOWNSHIP 

Zoning/Code Enforcement Officer and Planning Administrator 

East Nottingham Township, Chester County, PA, is seeking qualified applicants for the position of full-
time Zoning/Code Enforcement Officer and Planning Administrator. This position is responsible for 
administering Township ordinances, assisting residents and applicants with zoning and land development 
matters, coordinating planning activities, and overseeing the Township’s stormwater compliance 
program. 

The Township is willing to provide on-the-job training for the right candidate who demonstrates 
professionalism, sound judgment, strong organizational skills, attention to detail, and the ability to 
communicate effectively and work positively with the public. 

The complete job description and employment application are available on the Township website at 
www.eastnottingham.org, by email at eastnottingham@eastnottingham.org, or in person at the 
Township Office located at 158 Election Road, Oxford, PA 19363. 

Interested applicants should submit a cover letter, resume, and completed application to the Township 
Office for consideration. Applications will be accepted until the position is filled. East Nottingham 
Township is an equal opportunity employer. 

East Nottingham Township Board of Supervisors 



East Nottingham Township, Chester County 
Zoning/Code Enforcement Officer and Planning Administrator 

Full-Time Job Description 
 

Skill set required 
• Proficiency in Windows 360, Word, Excel, and Outlook. 
• Good organizational skills. 
• Proficient multi-tasker. 
• Strong oral and written communication skills and customer service skills. 

 
The Township is willing to provide on-the-job training for the right candidate who demonstrates 
professionalism, sound judgment, strong organizational skills, and the ability to work 
effectively with the public 

Zoning/Code Enforcement Officer Duties 
• Administer and enforce all provisions of the East Nottingham Township Zoning Ordinance 

and other standalone alone ordinances as necessary 
• Fulfill duties and responsibilities as the appointed Floodplain Administrator 
• Serve as the primary point of contact for inquiries, both telephonically and in person, 

regarding municipal regulations, zoning requirements, permit applications, and land 
development processes 

• Review and approve zoning permits. 
• Collect stormwater applications and coordinate the engineering review and processing. 
• Collect, review, track, and release all permits.  Issue denial letters if appropriate. 
• Accept, investigate, and respond to residents’ complaints. 
• Complete field inspections. 
• Attend all public meetings of the Board of Supervisors, Planning Commission, 

Zoning Hearing Board, and others as needed 
• Complete and distribute end of month reports to Board of Supervisors, Chester County, and 

US Census. 
• Maintain tax parcel records – scanning and electronic filing. 
• Build and maintain relationships with outside agencies. 

 
Planning Administrator 

• Accept new, review, and coordinate all aspects of subdivision and land development 
process. 

• Maintain paper and electronic files. 
• Coordinate with Engineer and Solicitor 
• Maintain Chart of Extensions and request extensions as necessary 
• Prepare paperwork for sewage facilities planning modules 
• Solicit comments and recommendations from appropriate state, county, and Township 

agencies and professionals regarding subdivision and land development plans. 
• Prepare draft agenda and distribute it to Planning Commisssion members. 
• Prepare information packets for all members for meeting use and distribute information 

electronically prior to the meeting 
• Prepare meeting room for Planning Commission meetings. 



MS4 Coordinator 
• Manages and implementation of the Township’s NPDES MS4 permit program 
• Maintains organized records to document and track compliance with all MS4 requirements  
• Coordinates with stormwater consultant to ensure outfall and basin inspection are 

completed 
• Reviews Minimum Control Measures (MCMs) annually and ensures compliance to the 

Township’s plans and modifies plans when appropriate. 
• Coordinates with landowners to ensure regular maintenance is completed on stormwater 

basins  
• Takes complaints and questions regarding MS4 issues and concerns 
• Provides education material related to MS4 for the Township website and newsletters. 
• Plan and lead public education and involvement opportunities. 
• Assists MS4 engineer with annual DEP report and PRP requirements and implementation. 
• Works with other MS4 consultants and agencies as needed. 

Benefits 
• Vacation and Sick leave 
• 12 paid holidays 
• Disability Insurance, Life Insurance, and Pension 
• Health insurance, including dental and vision. 
• Salary will be determined based on experience, qualifications, and overall suitability for the 

position 



East Nottingham Township 
158 Election Road, Oxford, PA 19363 

(610) 932-8494 
 

APPLICATION FOR EMPLOYMENT 
 

An Equal Opportunity Employer 
 
East Nottingham Township considers applicants for all positions without regard to race, color, 
religion, creed, gender, national origin, age, disability, or any other legally protected status. 
 
Please furnish us with complete information in printed or typed form. You are encouraged to attach 
additional information which may qualify you for this position.  All information contained within this 
application will be considered personal and confidential, and used only in conjunction with your 
possible employment with East Nottingham Township. Sealed applications may be mailed to the 
Township Office at the above address, faxed: 610-932-9441, or emailed to the secretary at 
eastnottingham@eastnottingham.org. 
 
Please submit a cover letter and resume along with this application. 
  
Position(s) Applying For: 
1.  Full-Time Zoning / Code Enforcement Officer and Planning Administrator  
 
Name __________________________________________________________________________ 
             (Last)                                           (First)                                              (Middle) 
 
Email ________________________________________ 
 
Date of Birth    _________________________________ 
 
Driver’s license # _______________________________ State _____________________________ 
 
Social Security # _______________________________ 
 
Current Address  _________________________________________________________________ 
   (Street) 
 
                            _________________________________________________________________ 
   (City)                                                           (State)                          (Zip) 
 
Permanent Address________________________________________________________________ 
   (Street) 
(if other than current) 
                            _________________________________________________________________ 
   (City)                                                           (State)                          (Zip) 
 
Home Phone  (           )                                      .                                  
 

mailto:eastnottingham@eastnottingham.org


Cell Phone      (           )                                      .                                  
 
Work Phone  (           )                                      .                                  
 
Work History- Start with your present or most recent employment and work back. Use separate sheet if 
necessary. (Include paid and unpaid positions)  
 

Job Title #1 ____________________________  Company Name ______________________ 

Start Date   ____________________________  End Date ___________________________ 

Supervisor’s Name____________________________ Phone Number_______________________ 

City______________________________ State_________ Zip__________________________ 

Duties ____________________________________________________________________________ 

__________________________________________________________________________________ 

Reason For Leaving__________________________________________________________________ 

Starting Salary _________________________     Ending Salary_______________________________ 

May we contact your present employer?  Yes_______ No_______ N/A ________ 

 

 

Job Title #2 ____________________________  Company Name ______________________ 

Start Date   ____________________________  End Date ___________________________ 

Supervisor’s Name____________________________ Phone Number_______________________ 

City______________________________ State_________ Zip__________________________ 

Duties ____________________________________________________________________________ 

__________________________________________________________________________________ 

Reason For Leaving__________________________________________________________________ 

Starting Salary _________________________     Ending Salary_______________________________ 

 



Job Title #3 ____________________________  Company Name ______________________ 

Start Date   ____________________________  End Date ___________________________ 

Supervisor’s Name____________________________ Phone Number_______________________ 

City______________________________ State_________ Zip__________________________ 

Duties ____________________________________________________________________________ 

__________________________________________________________________________________ 

Reason For Leaving__________________________________________________________________ 

Starting Salary _________________________     Ending Salary_______________________________ 

 

Job Title #4 ____________________________  Company Name ______________________ 

Start Date   ____________________________  End Date ___________________________ 

Supervisor’s Name____________________________ Phone Number_______________________ 

City______________________________ State_________ Zip__________________________ 

Duties ____________________________________________________________________________ 

__________________________________________________________________________________ 

Reason For Leaving__________________________________________________________________ 

Starting Salary _________________________     Ending Salary_______________________________ 

 
Please list three personal references with contact information below: 

1)  Name_____________________________________ Phone Number_______________________ 

     Address _________________________________________________________________________ 

     Email Address____________________________________________________________________ 

2)  Name_____________________________________ Phone Number_______________________ 

     Address _________________________________________________________________________ 

     Email Address____________________________________________________________________ 



3)  Name_____________________________________ Phone Number_______________________ 

     Address _________________________________________________________________________ 

     Email Address____________________________________________________________________ 

 
 I certify that the facts set forth in this Application for Employment are true and complete to the 
best of my knowledge. I understand that if I am employed, false statements, omissions or 
misrepresentations may result in my dismissal. I authorize the Employer to make an investigation of 
any of the facts set forth in this application and release the Employer from any liability.  The employer 
may contract any listed references on this application.  
 
 I acknowledge and understand that the Township is an “at will” employer.  Therefore, any 
employee (regular, temporary, or other type of category employee) may resign at any time, just as the 
employer may terminate the employment relationship with any employee at any time, with or without 
cause, with or without notice to the other party.  
 
__________________________________________ __________________________________ 
Applicant Signature      Date 
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