
 
 
 

COUNTY OF COOK 
 

      
 
Bureau of Human Resources      
118 N. Clark Street, Room 840      
Chicago IL 60602 
 
 
Job Code:  1416   
Job Title:  Secretary to Zoning Board   
Salary Grade:  24    
Bureau:  Administration   
Department:  Zoning Board of Appeals    
Dept. Budget No.   170  
Position I.D.   9502208 
Shakman Exempt    
 

Characteristics of the Position 
 

General Overview 
 
Functions as both the Secretary and department head for the Zoning Board of Appeals. 
Assists the Chairman and Board Members at hearings and provides expertise as to the 
rules and regulations of the Cook County Zoning Ordinance. Oversees the daily 
operations of the Zoning Board of Appeals, its staff and their assigned duties. 
Collaborates with village officials, mayors and attorneys on pending zoning matters. 
 
 
Key Responsibilities and Duties 
 
Reviews and approves time sheets and payroll. 
 
Inspects properties in unincorporated Cook County as to the feasibility of zoning, special 
amortization and specific requests by applicants, developers and homeowners. 
 
Attends and participates in hearings with Board Members in townships where cases are 
being heard. 
 
Assists Chairman and Board Members at hearings as to rules and regulations of the 
zoning ordinance, regarding past and present property zoning and usage history. 
 
Attends and participates in variation appeals for the Cook County Building and Zoning 
department executive session and decision making meetings at the Zoning Board Office. 
 
Posts legal notices for hearings as required by the Zoning Ordinance. 
 



Confers with County Commissioners, mayors, village officials, and attorneys as to 
specific cases and other pending zoning matters their districts. 
 
Interprets the zoning ordinance as requested by commissioners, developers, and 
attorneys. Attends all Cook County Board meetings. 
 
Reviews all submitted plats of subdivision, plats of vacation, planned unit developments, 
plats of abrogation, flood plains (as to 8.96 flood damage prevention ordinance). 
 
Reviews and approves payroll and timesheets for the Zoning Board of Appeals. Oversees 
the daily functions of the Zoning Board of Appeals staff and all of their assigned duties. 
 
Attends Department head meetings, sub-cabinet meetings zoning staff meetings as well 
as other meetings with various county departments. 
 
Oversees the computerization of the entire Cook County maps and comprehensive land 
use and policies study Geographical Information Systems (GIS). 
 
Assists and guides contractors, developers, County Commissioners, village attorneys, 
homeowners and planners as to the zoning requests, history of specific parcels and 
possibility of highest and best use of land. 
 
Meets with applicants or disabled individuals in the field as to zoning assistance. 
 
Interprets the zoning ordinance as requested by commissioners, developers and attorneys. 
 
 
Knowledge, Skills and Abilities 
 
Complete and thorough knowledge of the Cook County Zoning Ordinance and other 
related County codes. 
 
Ability to objectively and tactfully interact with commissioners, mayors, village officials 
 
Skill and proficiency in making accurate mathematical calculations. 
 
Thorough knowledge of the application and operation of Geographical Information 
Systems (GIS) computer software, including editing, plotting and analysis. Ability to read 
and interpret mechanical drawings and blueprints. 
 
Ability to oversee a department division and supervise the assigned personnel; ability to 
plan, organize, and coordinate work flow in a timely manner and in conjunction with the 
department goals. 
 
This position may require moderate to extensive travel to work assignments throughout 
Cook County, for which the employee must provide his/her own transportation. 
 
 
Minimum Qualifications 
 
Graduation from an accredited college or university with a Bachelor’s degree PLUS a 
minimum of three (3) years of experience in the field of planning, zoning or Geographic  
Information Systems (GIS) OR, an equivalent combination of professional work 
experience, training and education.   
 



Preferred Qualifications 
 
Master’s degree in planning, geography, urban development or landscape architecture. 
 
Five (5) years of professional experience in the field of planning, zoning or Geographic  
Information Systems (GIS). 
 
Possession of a Geographic Information System Professional (GISP) certification. 
 
The duties listed are not set forth for purposes of limiting the assignment of work.  
They are not be construed as a complete list of the many duties normally to be 
performed under a job title or those to be performed temporarily outside an 
employee’s normal line of work. 
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