ORDINANCE NO. 02-20

AN ORDINANCE CREATING AND ESTABLISHING THE DEPARTMENT OF LAND USE AND POSITIONS OF LAND USE ADMINISTRATOR AND ASSISTANT LAND USE ADMINISTRATOR IN AND FOR THE BOROUGH OF CARLSTADT
NOW, THEREFORE BE IT ORDAINED, by the Governing Body of the Borough of Carlstadt that Chapter II, entitled “Administration” of the Revised Ordinances is hereby amended and supplemented with the following:

2-X.
TITLE.  Department of Land Use

2-X.1  CREATION OF DEPARTMENT.  There is hereby created in and for the Borough of Carlstadt a Department of Land Use that shall consist of the following: Carlstadt Planning Board, Carlstadt Board of Adjustment, Zoning Department, Construction Department and Housing Inspection.   
2-X.2  CREATION OF POSITIONS.  There shall be and are hereby created in and for the Borough of Carlstadt the position of Land Use Administrator to serve as supervising department head of the Department of Land Use and the position of Assistant Land Use Administrator to provide technical and clerical assistance to the Land Use Administrator.

2-X.3  QUALIFICATIONS. 

a. Land Use Administrator

1. The person holding the position of Land Use Administrator shall be required to possess at a minimum a Master’s Degree in the field of Administration, Planning or related field and be a Certified Planning and Zoning Administrator.

2. The person holding the position of Land Use Administrator shall also be able to demonstrate:  

a) familiarity with Municipal Land Use Law; 

b) familiarity with the municipal Master Plan;

c) familiarity with local Planning and Zoning Code;

d) knowledge of accounting principles and practice;

e) ability to establish and maintain relationships with the governing body, local officials, general public and potential developers ;

f) have good oral and written communications skills and the ability to deal effectively with the general public

b. Assistant Land Use Administrator

1. The person holding the position of Assistant Land Use Administrator shall be required to possess at a minimum a high school diploma and have previous work experience in an area concerned with land use, planning or zoning.

2. The person holding the position of Assistant Land Use Administrator shall also be able to demonstrate:

a) basic knowledge of land use procedures;

b) basic bookkeeping ability;

c) excellent computer and organization skills. 

d) exhibit an ability to deal effectively with the general public

e) a willingness to pursue continuing education in the field of municipal land use regulation and procedures.

2-X.4    APPOINTMENT.  The Mayor shall nominate and, with the advice and consent of council, appoint the Land Use Administrator and Assistant Land Use Administrator, including the filling of any vacancy in either position, which shall be for the unexpired term only. 

2-X.5   TERM.  The term of office of the Land Use Administrator and Assistant Land Use Administrator shall be for one year, commencing on January 1 and terminating on December 31 of the same year and until a successor shall have been appointed and qualified. 

2-X.6   COMPENSATION.  The Land Use Administrator and Assistant Land Use Administrator shall receive as salary such sums as may be fixed and adopted by the Mayor and Council in the annual salary ordinance of the Borough. 

2-X.7   DUTIES.  

a.  Land Use Administrator.  The duties of the Land Use Administrator shall be to provide assistance on an as needed basis providing direction to the Land Use Department, including personnel management, budget and general training.  The Land Use Administrator shall be responsible for ensuring that land use applications, inspections and information requests are processed in a timely manner and shall be responsible for coordination and oversight of code enforcement, planning, zoning, Planning Board and Board of Adjustment Board functions of the Department as well as coordinate contact with developers.

Essential functions of the position of Land Use Administrator shall include, but not be limited to, the following:

i. Set the overall direction, method of doing business and philosophy of the Department of Land Use.

ii. Oversee the preparation and execution of the Department’s budget. 

iii. Establish training programs for the development of management skills of department heads and developing skills of other employees within the Department.

iv. Serves as staff liaison to committees and boards within the Department, including: Planning Board, Board of Adjustment, Zoning Officials and Housing Inspector. 

v. Act as coordinator and contact for all developers seeking to develop in the Borough of Carlstadt.

vi. Responsible for the direction and performance of all consultants functioning within the Department such as Engineer, Planner, Attorneys. 

vii. Establish, review and maintain systems and procedures for the processing of all building, land use, and engineering permits in accordance with the law and planning and zoning board policy, where applicable. 

viii. Establish systems to ensure that Department records are in proper order. 

ix. Maintain escrow accounts, including general ledger for all deposits and assure proper reporting.

x. Coordinate with the Construction Code Official to ensure the functions performed by that department are exercised in a manner consistent with the determinations of the Department of Land Use.

xi. Supervise Zoning department activities.

xii. Supervise Housing Inspection department activities.

xiii. Provide staff support to the boards and committees as required to assist with the following:

a. Preparation and distribution of meeting Agenda 

b. Preparation and distribution of meeting Minutes

c. Publish decisions of boards

d. Accept applications and fees 

e. Maintain land use files

xiv. Report activity of the Department to the Governing Body on a routine and regular basis.

xv. Attend meetings at municipal, County or State level as required in matters concerning plan review or regulations affecting the Borough of Carlstadt. 

xvi. Provide assistance to the general public in connection with applications for land use development and provide information as to borough policies and regulations in that regard.

xvii. Perform such other related duties as necessary for the proper and efficient conduct of the functions of the offices within the Land Use Department. 

b. Assistant Land Use Administrator.  The duties of the position of the Assistant Land Use Administrator shall be to provide both technical and clerical assistance in all matters that fall within the responsibility and control of the Land Use Administrator and to perform such tasks as directed by, and under the supervision of, the Land Use Administrator in the performance of those duties set forth herein.   

2-X.8
CONTINUING EDUCATION REQUIREMENTS.  

a. The person holding the position of Land Use Administrator shall be required to demonstrate familiarity with current trends in the field of Municipal Land Use by participating in continuing education and/or formal education seminars, enrolling in graduate/post graduate level continuing education courses and training to enhance job skills and maintain certifications.   

b. The person holding the position of Assistant Land Use Administrator shall be required to participate in continuing education or formal education seminars in the areas of planning, zoning, municipal land use and related fields.  

2-X.9  SEVERABILITY.  If any section, subsection, sentence clause or phrase of this Ordinance is for any reason held to be unconstitutional or invalid, such decision shall not affect the remaining portions of this Ordinance.

2-X.10  EFFECTIVE DATE.  This Ordinance shall take effect upon passage and publication pursuant to law. 

INTRODUCED:  August 15, 2002_     

PUBLISHED:  ________________

ADOPTED:   _________________





APPROVED:  __________________________







   WM. JAY ROSEMAN, MAYOR





ATTEST:  ______________________________






         CLAIRE FOY, BOROUGH CLERK
RESOLUTION NO.     2002-216    


                                Ref. Ord. No.02-20

OFFERED BY:_________________                             
SECONDED BY:_______________                         
BE IT RESOLVED that the ordinance entitled:

AN ORDINANCE CREATING AND ESTABLISHING THE DEPARTMENT OF LAND USE AND POSITIONS OF LAND USE ADMINISTRATOR AND ASSISTANT LAND USE ADMINISTRATOR IN AND FOR THE BOROUGH OF CARLSTADT

heretofore introduced, does now pass on first reading, and that said ordinance be further considered for final passage at a meeting to be held on the 12th day of September, 2002 at 8:00 P.M. or as soon thereafter as the matter can be reached, at the regular meeting place of the Carlstadt Borough Council, and that at such time and place all persons interested be given an opportunity to be heard concerning said ordinance, and that the Borough Clerk be, and she hereby is, authorized and directed to publish said ordinance according to law with a notice of its introduction and passage on first reading and of the time and place when and where said ordinance will be further considered for final passage.

DATED: August 15, 2002

                                                                            APPROVED:______________________________                                                                                                   WM. JAY ROSEMAN, MAYOR    

                                                                               ATTEST:______________________________            
      CLAIRE FOY, BOROUGH CLERK 
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RESOLUTION NO.______________
Ref. Ord. No.  02-20        
OFFERED BY:___________________                       
SECONDED BY:_________________                   
BE IT RESOLVED that the ordinance entitled:

AN ORDINANCE CREATING AND ESTABLISHING THE DEPARTMENT OF LAND USE AND POSITIONS OF LAND USE ADMINISTRATOR AND ASSISTANT LAND USE ADMINISTRATOR IN AND FOR THE BOROUGH OF CARLSTADT

heretofore introduced, does now pass on final reading and the Borough Clerk is hereby authorized and directed to publish said ordinance according to law.

DATED:  September 12, 2002

                                                                         APPROVED:_____________________________                                                                                                      WM. JAY ROSEMAN, MAYOR     

                                                                               ATTEST:_______________________________                                                                                                   CLAIRE FOY, BOROUGH CLERK 

	ROLL CALL VOTE
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