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POSITION DESCRIPTION 

 

Town of Winchendon, MA    Director of Development 

       Department of Planning and Development 

Summary:   

Performs a variety of administrative and technical work. Administers day-to-day and long-range land 

use and community planning efforts. Implements planning strategies identified in adopted plans. Assists 

Town boards, including the Winchendon Redevelopment Authority, and commissions as needed and/or 

directed. 

 

Supervision: 

Supervision Received:  The position works under the direction of the Town Manager.  

Supervision Given:  Manages staff of three. Serves as direct report for Conservation Agent, Planning and 

Development Coordinator and Planning/Land Use Clerk 

 

Work Environment: 

 Majority of work is performed under typical office conditions. Some outdoor is required for 

inspection of various land use developments and construction sites, and involves exposure to all 

weather conditions, wet and/or humid conditions, and occasionally to fumes and/or airborne 

particles. Noise level in the office is usually quiet and in the field is usually moderate. 

 Makes frequent contact with the public in person, in writing, and by telephone. Must interact 

successfully with Town boards, commissions, agencies, and governmental officials. 

 Errors could result in incorrect information, either to the public or in Town regulatory 

documents; could cause delays and financial impacts; may cause poor public relations; and 

impair the proper operation of the Town’s land use regulatory system. 

 

Essential Functions: 

The essential functions or duties are intended as illustrations of various types of work that is performed. 

The omission of specific statements of duties does not exclude the duties from the position if the work is 

similar, related, or a logical assignment to the position. The position functions as a part of the overall 

municipal team to ensure effective and efficient municipal operations. 

 Manages and executes projects related to master planning, land use, downtown revitalization, 

zoning, parking/traffic/transportation, economic development, affordable housing, energy, 

cannabis permitting, and as assigned by the Town Manager. 

 Performs daily administrative duties related to department activities including payroll, deposits, 

budgets, and answering telephones. Attends departmental meetings as needed. 

 Performs technical review of plans and proposals submitted to ensure compliance with zoning 

and other local bylaws and ordinances and to ensure consistency with the Town’s Master Plan. 

 Oversees the preparation of necessary follow-up correspondence and certification of Board 

action as requested.  
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 Provides professional planning and land use opinions as required. 

 Responds to residents inquiring about planning and zoning regulations and bylaws; interprets as 

required. 

 Monitors needed changes to zoning bylaw; works with Town personnel to develop and draft new 

zoning language that will advance the goals identified in various land use plans including the 

Master Plan; researches current zoning trends and best practices. 

 Prepares and writes grant applications including geographic, maps, site plans, etc. 

 Develops and maintains a database of information for project planning purposes. 

 Assists in the preparation and maintenance of reports, maps, records, and files in support of 

planning operations. Prepares study maps, sketches, charts, and graphs for presentation of 

material related to planning activities. 

 Prepares reports for both internal and external purposes; submits reports to the Massachusetts 

Department of Housing and Community Development as required. 

 Reviews building permit applications to ensure compliance with State and Town rules and 

regulations. 

 Serves as a member of various staff committees as assigned. 

 Attends professional development workshops and conferences to keep abreast of trends and 

developments in the field of municipal planning. 

 Other related duties/tasks as requested and/or required. 

 

Minimum Qualifications: 

 

Education and Experience:  

 Bachelor’s degree in land-use planning, urban planning, landscape architecture, or a closely 

related field, with a Master’s degree preferred. 

 Three (3) years, or more, of progressively responsible experience in municipal planning. 

 Any equivalent combination of education and progressively responsible experience, with 

additional work experience substituting for the required education on a year-for-year basis, 

deemed appropriate by the Town Manager. 

 

Knowledge, Ability and Skills: 

 Extensive knowledge of planning programs and processes; knowledge of zoning laws and 

comprehensive plans including their formation, process of adoption, and enforcement. 

 Ability to analyze complex issues and to develop relevant and realistic plans, programs, and 

recommendations. 

 Ability to establish and maintain effective working relationships with architects, contractors, 

developers, owners, supervisors, Town employees, and the general public. 

 Ability to resolve conflict and provide excellent customer service. 

 Skill in the operation of computers and assigned software. 

 Ability to recognize Town-wide priorities and work cooperatively to support their 

accomplishment. 

 Demonstrated excellent verbal and written communication skills. 



  May 2022 3 

 Must possess and maintain a valid motor vehicle driver’s license. 

 

Physical Requirements: 

 Minimal physical effort generally required in performing duties under typical office conditions.  

 The employee must lift and/or move rolls of plans, files and other items weighing up to 25 

pounds. 

 The employee is often required to sit in one place for an extended period of time. 

 May require some outdoor work for site visits and inspections. 

 May require some travel by personal automobile. 

 May require some night work for public meetings. 

 The employee is occasionally required to walk, climb stairs, site, use hands and fingers to 

handle, feel or operate objects, tools or controls, and to reach with hands and arms. 

 Requires the application of manual dexterity in combination with eye-hand coordination for 

keyboard input, and the operation of equipment. 

 The position requires the ability to operate a keyboard and view computer screens for an 

extended period of time. 

 Specific vision abilities required by this position include close vision, distance vision, peripheral 

visions, depth perception, and the ability to adjust focus. 

 

The Town of Winchendon is an Affirmative Action/Equal Opportunity Employer. 

 

The job description does not constitute an employment agreement between the employer and employee 

and is subject to change by the employer as the needs of the employer and the requirements of the job 

change. 


