
Planning & Zoning Administrator 

Kalamazoo Charter Township  

Salary Range: $70,000 – $90,000 (Exempt, Full-Time) 

 

About Kalamazoo Charter Township: 

Kalamazoo Charter Township has a commitment to responsive government, transparency, 
and excellent public service. The Township is entering an exciting period of strategic 
growth, including the development of a new Township Hall and public safety facilities and 
economic development priorities. Our organization values collaboration, accountability, 
and integrity while striving to enhance the quality of life for all residents through 
thoughtful planning and strategic leadership. 

Position Overview: 

Kalamazoo Charter Township is seeking an experienced and motivated Planning & Zoning 
Administrator to oversee zoning administration, land use planning, and development 
review functions. This position plays a key role in advancing the Township’s vision for 
intentional growth, community character, and strategic development. 

The ideal candidate will have a strong understanding of Michigan zoning law, municipal 
planning processes, and effective community engagement practices. The Planning & Zoning 
Administrator serves as the staff liaison to the Planning Commission and Zoning Board of 
Appeals, reviews and processes zoning applications, coordinates ordinance updates, and 
provides professional guidance on land use issues to Township officials, residents, and 
developers. 

Primary Responsibilities: 

• Interpret, administer, and enforce the Township Zoning Ordinance. 

• Review and coordinate site plans, rezoning, variances, and special land use 
applications. 

• Support the Planning Commission and Zoning Board of Appeals through agenda 
preparation, reports, and professional recommendations (evening meetings) 

• Lead updates to the Master Plan and zoning ordinance. 

• Maintain accurate records and ensure compliance with OMA and FOIA 
requirements. 

• Foster transparent, respectful communication with residents and development 
partners. 

 

 



Qualifications: 

• Bachelor’s degree in Urban or Regional Planning, Public Administration, Geography, 
or related field. 

• Minimum of three (3) years of municipal planning or zoning administration 
experience. 

• Knowledge of Michigan zoning laws, planning principles, and development review 
procedures. 

• Strong communication, analytical, and interpersonal skills. 

• Proficiency with Microsoft Office Suite, BS&A and GIS software. 

 

Preferred Qualifications: 

• Master’s degree and/or AICP certification (or ability to obtain within 2 years). 

• Experience in community engagement and sustainable development planning. 

 

This position requires attendance at evening meetings and occasional fieldwork. 

Compensation: $70,000 – $90,000 annually, commensurate with experience. 

 

➢ To apply, please submit a cover letter, résumé, and two professional references to 
Clara Robinson, Executive Coordinator at cdrobisnon@ktwp.org 

 

Applications will be reviewed as received and accepted until the position is filled. 

Kalamazoo Charter Township is an Equal Opportunity Employer.  


