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POSITION DESCRIPTION 

COUNTY OF HUNTINGTON, INDIANA 

 

POSITION:   Executive Director 

DEPARTMENT:  Community Development 

WORK SCHEDULE: 8:00 a.m. - 4:30 p.m., M-F 

JOB CATEGORY:  PAT (Professional, Administrative, Technological) 

 

DATE WRITTEN:  December 2004   STATUS:  Full-time 

DATE REVISED:  June 2011, January 2012, June 2014 FLSA STATUS: Exempt 

 
To perform this position successfully, an individual must be able to perform each essential duty satisfactorily.  

The requirements listed in this document are representative of the knowledge, skill, and/or ability required.  

Huntington County provides reasonable accommodation to qualified employees and applicants with known 

disabilities who require accommodation to complete the application process or perform essential functions of 

the job, unless the accommodation would cause an undue hardship. 

 

Incumbent serves as Executive Director for Community Development, responsible for directing 

department operations and planning, coordinating and implementing development programs and 

policies within the County of Huntington, including all incorporated cities and towns. 

 

DUTIES: 
Directs department personnel including communicating and administering personnel programs 

and procedures, analyzing human resource needs, making hiring decisions, planning/delegating 

work assignments, establishing specific work goals, training staff, evaluating performance, 

reviewing salaries, recommending personnel actions, informing staff of organizational 

developments, maintaining discipline and recommending corrective action as warranted. 

 

Oversees department operations, including comprehensive planning, current planning, zoning 

administration, building permit issuance and inspections, historic preservation, and economic 

development within the County of Huntington.  

 

Prepares and implements countywide and municipal comprehensive plans to include ordinance 

upgrades and enforces zoning ordinances, subdivision codes, and related development 

regulations. 

 

Prepares studies and implements programs at the community level, including reviewing and 

making recommendations on zoning/development matters and reviewing development plans for 

conformance to local ordinances.  Assists County and Municipalities in various economic 

development activities. 

 

Prepares and administers department budget.  Prepares annual report of department activity.  

 

Provides staff support to Board of Zoning Appeals (BZA), Plan Commissions, Development 

Plan Review Committees, Subdivision Review Committees, Town Councils, and County 

Commissioners on all development related matters. 
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Attends and participates in meetings of various boards/commissions, providing information and 

making related policy recommendations as requested.  

 

Administers and enforces FEMA’s floodplain and floodway regulations, assisting citizens and 

developers in complying with the necessary requirements. 

 

Assists Economic Development Department with land use standards, growth and development 

concerns, infrastructure needs and establishing and/or creating proper zoning classifications. 

 

Assists private and public utilities with growth and development concerns, infrastructure needs 

to accommodate development, and long-term land use planning. 

 

Maintains current knowledge of code enforcement areas, architectural and structural planning 

and building systems, and applicable state and City codes through frequent reference to legal 

updates, manuals, and periodicals. 

 

Writes, maintains and updates County and Towns’ Comprehensive Plans. 

 

Writes, maintains and updated County  and Towns’ Zoning Ordinances. 

 

Writes, maintains and updated County and Towns’ Subdivision Control Ordinances. 

 

Maintains GIS layers associated with the department as well as establishing new/updated 

information that may be incorporated with current and future GIS layers/information. 

 

Occasionally testifies in legal proceedings/court as required. 

 

Performs residential building inspections as necessary. 

 

Assumes the duties of the Building Commissioner in his or her absence. 

 

Community Rating System (CRS) coordinator. 

 

Provide training of land use principles to staff. 

 

Support the daily administration of the Department. 

 

Performs related duties as assigned. 

 

 

I.  JOB REQUIREMENTS: 
Baccalaureate Degree in Urban and Regional Planning, Geography, Environmental Studies, 

Public Administration or related field.  Five (5) years progressively responsible planning 

experience, including at least two (2) years experience in a supervisory capacity.  Master’s 

Degree in Urban and Regional Planning or Public Administration preferred. 
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Possession of or ability to obtain American Institute of Certified Planners (AICP) certification. 

Thorough knowledge of the principles and practices of community planning and ability to direct 

operations of a planning, zoning and building department. 

 

Possession of or the ability to obtain Certified Floodplain Manager (CFM) status. 

 

Possession of or the ability to obtain Combination Residential Building Inspector certification. 

 

Thorough knowledge of Municipal and County government operations and current trends in 

local, state and federal planning and legislation and ability to draft regulations, policies and 

ordinances accordingly. 

 

Thorough knowledge of Indiana Code as it relates to planning, zoning and land development.  

Must have the ability to evaluate proposals and provide brief synopsis of the proposals to local 

elected officials, developers and contractors, and citizens.  This also includes following the 

proposals from subcommittee through the adoption/amendment process. 

 

Thorough knowledge of construction principles, practices and techniques gained through 

extensive experience and education in current building codes, and ability to determine code 

compliance while reviewing plans and conducting inspections. 

 

Thorough knowledge of GIS software and GIS systems, and the ability to process information 

contained therein to project growth and trend models for Huntington County, including all 

incorporated cities and towns. 

 

Thorough knowledge of administrative organization and ability to direct department operations 

and personnel, including communicating and administering personnel programs and procedures, 

analyzing human resource needs, making hiring decisions, planning/delegating work 

assignments, establishing specific work goals, training staff, evaluating performance, reviewing 

salaries, recommending personnel actions, informing staff of organizational developments, 

maintaining discipline and recommending corrective action as warranted. 

 

Thorough knowledge of standard English grammar, spelling and punctuation, and ability to 

prepare detailed written reports, and plan and present meetings/agendas, public speaking 

presentations, and news releases.  

 

Thorough knowledge of budget administration and ability to compute/perform arithmetic 

operations and prepare annual department budget.  

 

Ability to properly operate standard office equipment, including computer, printer, television, 

camcorder, sound system, plotter, calculator and copier.   

 

Working knowledge of various computer software programs, including GIS, word processors, 

spreadsheet applications and email. 
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Ability to compare or observe similarities and differences between data, people, or things.  

Incumbent must be able to gather this information from multiple sources and/or conduct analyses 

to establish the required information. 

 

Ability to compile, analyze and evaluate data/information, make determinations, and present 

findings in oral or written form. 

 

Ability to plan and layout numerous and diverse work assignments, apply knowledge of 

people/locations, and read/interpret detailed blueprints, specifications, plans and maps. 

 

Ability to work alone with minimum supervision and with others in a team environment, often 

under time pressure, and on several tasks at the same time. 

 

Ability to effectively communicate orally and in writing with co-workers, other City/County 

departments, Mayor, various boards/commissions, property owners, building contractors, 

engineering firms, developers and the public, including being sensitive to professional ethics, 

gender, cultural diversities and disabilities. 

 

Ability to provide public access to or maintain confidentiality of department information and 

records according to state requirements. 

 

Ability to comply with all employer and department policies and work rules, including, but not 

limited to, attendance, safety, drug-free workplace, and personal conduct. 

 

Ability to competently serve the public with diplomacy and respect, including occasional 

encounters with irate/hostile persons. 

 

Ability to occasionally provide expert testimony in legal proceedings as required. 

 

Ability to regularly work extended and/or evening hours, and occasionally travel out of town for 

conferences/workshops, sometimes overnight. 

 

Possession of a valid driver's license and demonstrated safe driving record. 

 

 

II.  DIFFICULTY OF WORK: 
Incumbent performs complicated/non-standard duties, spending the majority of his/her time with 

administering department operations, policy implementation and providing quality and 

consistency in service to the public.  State and local building codes and ordinances provide 

guidelines for incumbent’s latitude when making decisions.  

 

III.  RESPONSIBILITY: 
Incumbent makes authoritative application of department policies and procedures, discussing 

unusual situations with board/commission/council at incumbent’s discretion.  Work is 

periodically reviewed for attainment of objectives and effect on department goals/directives. 
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IV.  PERSONAL WORK RELATIONSHIPS: 

Incumbent maintains frequent contact with co-workers, other City/County departments, Mayor, 

various boards/commissions, property owners, building contractors, engineering firms, 

developers and the public for purposes of exchanging information, executing policies, 

negotiating/resolving problems and instructing/advising through supervision and demonstration. 

 

Incumbent reports directly to County Commissioners. 

 

V.  PHYSICAL EFFORT AND WORK ENVIRONMENT: 
Incumbent performs duties in a standard office environment, involving sitting/walking at will, 

walking on uneven terrain, speaking clearly, and hearing sounds/communication.  Incumbent 

may work with or be exposed to irate/hostile individuals.  Incumbent regularly works extended 

and/or evening hours, and occasionally travels out of town for conferences/workshops, 

sometimes overnight.  

 

VI.  OTHER: 
The Executive Director position is an appointive position of the Huntington County 

Commissioners.  Specific job duties and job requirements are established at the discretion of the 

County Commissioners.  A person appointed to the Executive Director position serves at the 

pleasure of the County Commissioners and may be terminated by the County Commissioners at 

any time. 

 

The Department of Community Development is a joint planning and building department.  The 

department works with six (6) different jurisdictions, including Huntington County and five (5) 

other incorporated towns. 

 

APPLICANT/EMPLOYEE ACKNOWLEDGMENT 
 

The job description for the position of Executive Director describes the duties and 

responsibilities for employment in this position.  I acknowledge that I have received this job 

description, and understand that it is not a contract of employment.  I am responsible for reading 

this job description and complying with all job duties, requirements and responsibilities 

contained herein, and any subsequent revisions. 

 

Is there anything that would keep you from meeting the job duties and requirements as outlined?   

Yes______  No______ 

 

_______________________________________________   ________________ 

Applicant/Employee signature      Date 

 

 

_______________________________________________ 

Print or Type Name 


