Doniphan County – Emergency Management Coordinator/Planning and Zoning Administrator

Doniphan County is seeking a dedicated and experienced individual to serve as the County’s Emergency Management Coordinator and Planning and Zoning Administrator. This full-time dual leadership position works independently under the supervision of the  Doniphan County Board of Commissioners.
Key Responsibilities: 
Emergency Management Coordinator
· Coordinates the daily operations of emergency management programs
· Coordinates the county’s National Incident Management System (NIMS) compliance activities
· Coordinates activities of the emergency management program with other organizations
· Coordinates and works closely with the Kansas Division of Emergency Management (DKEM), Federal Emergency Management Agency (FEMA), fire, EMS, law enforcement, local government, school districts and private not for profit organizations
· Maintains the county emergency operations plan (EOP) and continuity of operations plan (COOP), providing periodic updates to hazard specific planning requirements
· Considers natural hazard mitigation opportunities and coordinates development and maintenance of the county hazard mitigation plan
· Acts as emergency operations center manager in any emergency or disaster
· Works with county commission and other government and non-profit entities to secure local, state and federal aid
· Ensures all federal and state grants and program requirements are appropriately completed and filed in a timely manner
· Participates as a member of the local emergency planning committee (LEPC)
· Responsible for administration and budget of the department

Planning and Zoning Administrator
· Assist the general public, applicants, developers and their representatives with zoning inquiries, proposals and applications
· Informs the news media and county website updates regarding land use and zoning matters of public interest, particularly dates, time and location of public hearings
· Aid applicants in preparation of required forms and permit applications
· Oversight of Regional Planning Commission including receiving, filing and transmitting to the Regional Planning Commission all applications and other communications. Advising the Regional Planning Commission and County Commissioners of pertinent provisions of zoning regulations regarding development proposals
· Maintain permanent and current records of applications, reclassifications, variance, conditional use permits, minutes of the Regional Planning Commission public hearings and actions thereon
· Inspect and make recommendations upon all filed plats and Planned Unit Developments (PUD) pursuant to the Doniphan County Zoning and Subdivision Regulations
· Investigate all violations of the zoning regulations, and notify in writing the owner responsible of such violation(s), defining the action necessary to correct such violation
· Interpret boundaries of zone districts and permitted uses in each zoning district, providing information, as requested
· Issue building permits, as necessary
· Work with the public. Communicate and provide general direction and guidance to all applicants, within the confines of the Doniphan County Zoning and Subdivision Regulations
· Preparation of resolutions regarding zoning amendments and changes, as well as updating of Doniphan County zoning codes and regulations
· Responsible for the administration and budget of the department

 A complete list of duties and responsibilities can be obtained by contacting the Doniphan County Clerk at clerk@dpcountyks.com or 785-985-3513

Qualifications: 
Knowledge acquired through the completion of a bachelor’s degree in emergency management, public administration or public safety related field. Experience in emergency management program development providing familiarity with emergency preparedness, mitigation, response and recovery planning concepts and dealing with governmental entities. Knowledge of local, state and federal laws, codes, regulations, land use laws and principles. Must possess good communication skills, both written and oral, and good organizational skills. Must have the ability to work under strenuous circumstances and work well with others

Doniphan County offers an excellent benefits package including medical, dental, life, prescription insurance, KPERS retirement, paid vacation and sick leave. Salary dependent on experience and skill set.

Submit a resume and application to Doniphan County Clerk, PO Box 278, Troy, Kansas 66087, email clerk@dpcountyks.com or call 785-985-3513. Applications accepted until position filled. Doniphan County is at-will and equal opportunity employer
