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is seeking a skilled professional to serve as its   

BUILDING OFFICAL AND
 ZONING ADMINISTRATOR

Application Deadline: Thursday July 28, 2022

Innovative • Timeless • Inviting
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THE IDEAL CANDIDATE

The City of Tecumseh is seeking a skilled professional that will bring technical competence and a cooperative attitude 
to the Developmental Services Department. The successful candidate must have a thorough understanding of the 
Michigan Building Codes, but also be willing to work with contractors and homeowners on the best way to complete 
their projects.  Candidates should be capable of establishing effective working relationships with contractors and 
tradespeople, as well as their support staff. They should be a person of exceptional character and integrity – someone 
who possesses the highest ethical standards and understands that they will be charged with proper application of the 
State building codes and City zoning ordinances. They should also be able to demonstrate creative problem solving 
and be viewed as a resource that can provide guidance on how to meet the intent of the codes while not creating 
unnecessary project costs or delays.

The citizens of Tecumseh have high expectations for all their City staff, and the Building Official / Zoning Administrator 
will need to work hard to meet them.  The ideal candidate must be open and honest, possess a high degree of integrity 
and promote transparency. The individual will work diligently to keep the City Manager informed about any potential 
development project concerns and maintain good records to assist the Department in making good decisions.  The 
Building Official / Zoning Administrator will be expected to work toward win-win solutions, while still protecting public 
health and safety.

While all candidates must have the proper credentials to maintain or obtain Building Official, Building Inspector and Plan 
Reviewer registrations from the State of Michigan, the City is willing to provide training to a highly qualified candidate 
that may not have a significant amount of zoning administration experience.  Candidates should at minimum be able 
to demonstrate an understanding of how local zoning ordinances function and typical zoning requirements.  Private 
builders/contractors are also encouraged to apply but will need to demonstrate how their experience has prepared them 
for the unique aspects of code enforcement and that they have the necessary credentials to apply for and obtain the 
Building Official, Building Inspector and Plan Reviewer registrations.

DEVELOPMENTAL SERVICES DEPARTMENT

The Developmental Services Department is made up of two full-time employees, and four part-time inspectors.  The 
full-time employees include the Building Official / Zoning Administrator and a supporting Account Clerk.  The four part-
time inspectors include Electrical, Mechanical/Plumbing, Building (fill-in), and Code Enforcement (Property Maintenance) 
inspectors.  Additionally, there is a full-time employee that is shared with the Assessing Department to cover peak building 
permit timeframes and special projects. Land Use Planning, Zoning and Engineering support services are provided by 
the City’s consulting firms: McKenna Associates (Planning/Zoning) and Wade-Trim (Engineering). The Building Official / 
Zoning Administrator also works very closely with the other administrative departments of the City including Economic 
Development, the Assessor, and City Manager. This position often collaborates with other department heads on 
construction projects and to assist with explaining the development approval process in the City. They are also called 
upon to respond to resident concerns related to code enforcement activities and to help prepare the Department’s 
annual budget.
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 COMMUNITY PROFILE

Tecumseh, Michigan is a vibrant community, situated 25 miles southwest 
of Ann Arbor, Michigan and 45 miles northwest of Toledo, Ohio. Nestled 
into the rolling landscape of Lenawee County, the city’s location provides 
easy access to major highways and international airports. Tecumseh is 
home to over 8,700 residents and 275 innovative businesses that need 
to stay connected; that’s why various forms of broadband including 
cable and fiber optic are available throughout the community.

Tecumseh is a celebration of the entrepreneur. Tucked inside historic 
downtown buildings you’ll find an interesting mix of more than 110 
specialty shops, professional services, boutiques and dining options. 
Whether you’re looking for custom designed jewelry, a special teapot 
from Europe, an outfit for a night out on the town, or the best pastries in 
Lenawee County, you’ll find it in Downtown Tecumseh. Shop owners take pride in offering customers goods imported 
from around the globe. A diverse selection of restaurants are highlighted by a gourmet food niche featuring locally 
produced wines and beers, a micro-brewery and restaurants that have earned “destination dining” status.

Quality of life is valued in Tecumseh. Our Parks and Recreation Department boasts over 350 
acres of parks and trails throughout the city. You can pack a picnic and enjoy an outdoor 
concert during the summer or play a round of championship golf! The Tecumseh Center for the 
Arts, Cabela’s, Michigan International Speedway and Michigan State University’s Hidden Lake 
Gardens all provide inviting recreational opportunities for residents and visitors to enjoy.

TECUMSEH BUILDING AND TRADES PROJECTS AND STATISTICS

The city has a growing residential and commercial development market, with a diversity of projects to keep the job 
interesting.  As a result, the City maintains a full-service Building Department, with several support staff.  In 2021, the 
Department completed/substantially completed the following projects and permit related work:

• 2 New commercial developments
• 1 New industrial development
• 24 New home permits
• 364 Total building permits (including new homes)
• 299 Mechanical permits
• 151 Electrical permits
• 79 Plumbing permits

Projects anticipated to occur in 2022-2023 include (but are not limited to) the following:
• Rehabilitation of the historic Hayden-Ford Mill into a Micro-Brewery/Restaurant/Event 

Center
• Former Tecumseh Products redevelopment plan (“The Products on Evans”)
• Arby’s fast-food restaurant
• New retail/restaurant (Hungry Howie’s) complex
• New gas station/convenience store

Successful businesses locate in areas like Tecumseh where talented workers want to live. Come see for yourself 
why global manufacturers such as Kirchhoff Automotive, Glycon, Wacker Chemical, Comstar Automotive and Uniloy 
Milacron call the Tecumseh area home.
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JOB DESCRIPTION:  

Supervised by: City Manager

Supervises: Department staff (full and part-time)

Type: Exempt (non-union)

POSITION SUMMARY:

Under the general direction of the City Manager, 
manages and directs the building inspection, code 
enforcement, zoning administration, and land-use 
planning activities of the City.  Coordinates the review of 
all development related projects in the City together with 
the Economic Development Department.  Assists in the 
development of the annual capital improvement plan and 
prepares and monitors the Department’s annual budget.  

ESSENTIAL JOB FUNCTIONS:

An employee in this position may be called upon to 
perform any or all of the following essential functions.  
These examples do not include all of the duties which 
the employee may be expected to perform.  To perform 
this job successfully, an individual must be able to 
perform each function satisfactorily.

1. Serves as Building Official for the City.  
Reviews private and public construction 
and redevelopment.  Monitors builders and 
contractors to assure compliance with the 
Michigan Building Codes.  Explains alternative 
construction methods and conducts field 
inspections of projects to ensure conformity to 
codes and regulations.

2. Manages the building and trades permit and 
inspection functions and supervises policy 
revisions related to procedural issues (i.e. 
working without permits, temporary certificates 
of occupancy and the appropriate tracking 
procedures for both).  Ensures City compliance 
with the Americans with Disabilities Act.

3. Serves as Zoning Administrator for the City.  

Applies zoning ordinance to construction 
projects, making decisions on project design 
parameters and/or violations occurring within 
the City. Coordinates periodic updates of 
City’s zoning ordinance with the City’s planning 
consultant to adapt to current development 
trends and maintain compliance with applicable 
state statues and court decisions.

4. Directs the enforcement of various codes 
including building, electrical, mechanical, 
plumbing, historic preservation, local zoning, 
and property maintenance.  Issues warnings, 
violations, and correction notices following 
established guidelines.  Assists in the preparation 
of citations and participates in court proceedings 
as necessary. Assists with the development of 
ordinance enforcement policies and procedures.

5. Meets with developers and other City 
administrators to facilitate site plan review 
and approval, and construction of approved 
developments.

6. In coordination with the City’s planning 
consultant, oversees the updating of the codified 
ordinances and zoning ordinances.  Develops 
language for updates and presents proposals to 
the City Manager.  

7. Serves as project manager for major City 
construction projects.  Sets timelines, assigns 
and directs staff, and approves project plans.  
Hires and supervises outside contractors when 
necessary.

8. Participates in the recruitment and hiring of 
personnel.  Supervises personnel, evaluates 
performance and oversees training and 
professional development.  Takes disciplinary 
action according to the Personnel Manual if 
necessary.

9. Prepares and presents various reports and the 
annual budget for the Department and Planning 
Commission, and City Council.  Administers 
departmental budget, and ensures that the 
authorized budgetary procedures are properly 
used.  Reviews and authorizes purchase 
requests, expense reports and other related 
requests.

10. Attends meetings of and serves as liaison 
and advisor to the Planning Commission, 
Construction Board of Appeals, and other 
boards and commissions.  Directs preparation 
and content of meeting notices, agendas, 
minutes and meeting materials.  Coordinates 
departmental responses to development 
proposals for the Planning Commission, in 
collaboration with the City’s consultants.
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11. Maintains cooperative relationships with peer 
agencies, developers, real estate contactors, 
architects, citizens, other governmental agencies 
and municipal professionals regarding Building 
and Zoning issues.  Serves on special committees 
and participates in professional organizations as 
appropriate. 

12. Keeps abreast of legislative and regulatory 
developments and current issues in the building 
and zoning fields through continued education and 
professional growth.  Attends training, conferences, 
workshops, and seminars as appropriate. 

REQUIRED KNOWLEDGE, SKILLS, ABILITIES 
AND MINIMUM QUALIFICATIONS:

The requirements listed below are representative of the 
knowledge, skills, abilities and minimum qualifications 
necessary to perform the essential functions of the position. 
Reasonable accommodations may be made to enable 
individuals with disabilities to perform the job.

Requirements include the following:

•	 An Associate’s Degree or equivalent experience in 
construction management, project management or 
a related field.

•	 Five or more years of experience in construction, 
code enforcement and/or related field(s).

•	 Registration with the State of Michigan as a 
Building Official, Plan Reviewer and Building 
Inspector.  Ability to obtain these registrations 
within 6-months will be reviewed upon request. 

•	 A valid State of Michigan Vehicle Operator’s 
License.

•	 Thorough knowledge of state codes pertaining to 
building, trades and construction oversight.

•	 Knowledge of construction techniques, and 
inspection/approval procedures for all types of 
construction.

•	 Skill in reviewing and interpreting site plans, 
specifications, and complex construction drawings.

•	 Understanding of local zoning ordinances, land-use 
planning, and related laws.

•	 Experience in conducting site inspections and 
interpreting, applying and enforcing building 
codes and ordinances according to professional 
standards.

•	 Ability to manage complex record keeping and 
document retention systems, and in compiling 
comprehensive reports.

•	 Skill in the use of word processing and 
database software.

•	 Knowledge of the professional management 
techniques involved in budgeting, personnel 
administration, and operations management.

•	 Ability to effectively communicate ideas and 
concepts orally and in writing, and make 
presentations in a public forum.

•	 Ability to establish and maintain effective 
working relationships and use good judgment, 
initiative and resourcefulness when dealing 
with contractors and the public.

•	 Ability to exercise a high degree of diplomacy 
in contentious or confrontational situations.

•	 Ability to critically assess situations, problem-
solve, and work effectively under stress, within 
deadlines and changes in work priorities.

•	 Ability to supervise a staff and lead and 
manage employees effectively. 

•	 Ability to attend meetings scheduled at times 
other than normal business hours.

PHYSICAL DEMANDS AND WORK 
ENVIRONMENT:

The physical demands and work environment 
characteristics described here are representative of 
those an employee encounters while performing the 
essential duties of the job. Reasonable accommodations 
may be made to enable individuals with disabilities to 
perform essential functions.

While performing the duties of this job, the employee 
is regularly required to communicate with others 
in person and on the telephone. The employee 
frequently is required to travel to all types of property 
locations within the City. The employee is occasionally 
required to access structures requiring the use 
of stairs, and to view and take measurements of 
property areas at varying heights and on different 
types of terrain. The employee must frequently lift 
and/or move items of light to moderate weight. The 
employee is frequently required to review and create 
written documents and drawings.

While performing the duties of this job, the employee 
regularly works in a business office setting and 
frequently works at various indoor and outdoor 
locations throughout the City. The employee is 
occasionally exposed to adverse weather conditions 
and various property environments that may expose 
the employee to loud noises, moving mechanical 
parts, dust or airborne particles, and fumes or 
chemical agents. The noise level in the work 
environment is usually quiet, but may become loud in 
field situations.
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SALARY AND BENEFITS: 
Salary Range: $68,000 - $75,000  

Depending on Qualifications.

Benefits:  The City offers a comprehensive benefits package including health and dental insurance, short and 
long-term disability insurance, a competitive defined benefit and defined contribution (hybrid) retirement program, 

11 paid holidays, and generous vacation, sick and personal leave. 

HOW TO APPLY: 
Submit a Cover Letter and Resume to City Manager, Dan Swallow, at the addresses listed below 

(electronic/e-mail submittals are acceptable):

 
Dan Swallow, City Manager 

City of Tecumseh • 309 E. Chicago Blvd. 
Tecumseh, MI 49286 

or dswallow@tecumseh.mi.us

Review of applications will start on July 28, 2022. 
This position will remain open until filled with review of candidates. 

Questions: Contact Dan Swallow, City Manager, at (517) 424-6555 or dswallow@tecumseh.mi.us


