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Planner 
(Community Development Department) 

The Village of Matteson is seeking an exceptional candidate to fill the 
position of Planner.  This position is under the general supervision of the 
Director of Community Development.  The Planner performs a variety of 
routine and complex administrative, technical, and professional work in 
the current and long-range planning programs of the Village, related to 
the implementation of land use and related municipal plans and polices.  
The Planner is responsible for assisting with the administration of the 
Village’s Zoning Ordinance and Comprehensive Plan as well as Permit 
Plan Review and Zoning Certificate Letters.   

The ideal candidate is required to have a Bachelor’s degree in Land Use 
Planning, Urban Planning, Landscape Architecture or a closely related 
field, with four years of experience in municipal planning or any equivalent 
combination of education and experience.  An AICP (American Institute of 
Certified Planner) Certification is required. 

Successful applicants will be required to undergo a background check, 
drug screening and physical at the expense of the Village.  The position 
offers a competitive compensation package. 

To apply to this posting, complete the Employment Application 
beginning on the next page.  A complete job description follows the 
application.  Completed applications along with resume and cover 
letter will be accepted until position is filled.  Only viable
candidates will be contacted. 

Village of Matteson 
Human Resources Department 
4900 Village Commons 
Matteson, IL  60443 -or- 

jlperry@villageofmatteson.org 

http://www.villageofmatteson.org/
mailto:jlperry@villageofmatteson.org
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COMPLETING JOB 

APPLICATION FORM 

1. In order to be considered for any open position, an Application For Employment form

must be completed.  The application begins on the next page and if applicable, the job
description will follow the application.  A resume can be included as supplemental

information.

▪ You must complete all pages of the application.

▪ You must complete a separate application form each time you apply for a position.

▪ You must sign your application form and date it.  Your signature cannot be made
electronically by computer unless you have a digital signature certificate (Adobe

software).

2. All application forms and resumes are required to be received in our office no later than

4:00 p.m. on the official closing date for the position unless otherwise specified.  Some

positions will remain open until the position is filled.

▪ You may mail these documents to our office or deliver them in person to Village of

Matteson, Human Resources Department, 4900 Village Commons, Matteson, IL

60443.

▪ You may also submit your application and supporting documents via e-mail to

jlperry@villageofmatteson.org (the application and documents must be saved to a file 

and attached before sending). 

3. All employment offers are contingent upon the applicant passing a pre-employment

physical and drug test.  As specified in the job description:

▪ Applicants selected for certain positions will be subject to a criminal, credit and
driving background check.

▪ Applicants selected for certain positions will have a residency requirement.

4. In accordance with the Immigration Reform and Control Act, appropriate identification

documents verifying eligibility for employment will be required from those applicants

who are hired.

5. Reasonable accommodations shall be made during the employment process for qualified

applicants with disabilities.  When the Village is made aware of the need for such
accommodations, you may be required to provide written verification from a doctor,

rehabilitation counselor or other authorized person confirming your disability and

indicating a reasonable accommodation.

If you have questions about the position you are applying for, or about the application or selection 

process, please contact our office directly at (708) 283-4949. 

Thank you for your interest in employment opportunities with the Village of Matteson.

Revised:  12/10/2019

mailto:jlperry@villageofmatteson.org
mailto:jlperry@villageofmatteson.org
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Application

For Employment
In accordance with applicable laws, applicants are considered for all positions without regard to 

race, color, religion, sex, national origin, age, marital or veteran status, ancestry, unfavorable 

discharge from the military, or the presence of a non-job-related medical condition or handicap. 

NAME ________________________________________________________________________ 
Last First Middle 

ADDRESS ______________________________________________________________ 
Number Street City State    Zip 

TELEPHONE    Daytime: _______ _______________ 
Area 

   Evening:   _______ _______________ 
Area 

E-MAIL:    _______________________________________ 

APPLICANT ACKNOWLEDGEMENT 

I certify that information contained in this application is true and complete to the best of my 

knowledge.  I understand that any misrepresentation of fact, as stated or implied, given in my 

application, interview(s), or other employment form will be sufficient reason not to hire me and 

may result in my discharge if I am hired. 

I authorize investigation of all statements contained in this application as may be necessary in 

arriving at an employment decision.  I understand that I waive any rights I may have to receive 

notice from any persons listed on this application regarding the release of information relating to 

this application for employment with the Village of Matteson. 

I understand that the Village is in no way obligated to provide employment and that I am in no 

way obligated to accept employment with the Village.  Nothing in this application is intended to 

create any contract of employment, expressed or implied, or to create any rights in the nature of a 

contract of employment.  This application does not bind either party for a specific period of time 

regarding employment. 

If I am hired, nothing shall restrict my right as an employee to terminate my employment at any 

time, nor shall anything restrict the right of the Village to terminate my employment at any time 

at the option of the Village. 

I also understand that, if hired, I am required to abide by all rules and regulations of the Village. 

The Village policies and procedures relating to conditions of employment are subject to 

modification by the Village without notice. 

_____________________________________________        _____________________________ 
Signature of Applicant  Date 

AN EQUAL OPPORTUNITY EMPLOYER 

Revised:  12/10/2019 

Village of Matteson 

4900 Village Commons 

Matteson, Illinois 60443 









Applicant Data Record 

Applicants are considered for all positions, and employees are treated during employment without regard to 
race, color, religion, sex, national origin, age, marital or veteran status, ancestry, unfavorable discharge 
from the military, medical condition or handicap. 

As employers/government contractors, we comply with government regulations and affirmative action 
responsibilities. 

To help us comply with government recordkeeping, reporting and other legal requirements, we request that 
you fill out this Applicant Data Record. An applicant's provision of this information is voluntary and is not 
required in order to be considered for employment at the Village of Matteson. We appreciate your 
cooperation. 

This data is for periodic government reporting and will be kept in a Confidential File separate from the 
Application for Employment. 

PLEASE PRINT Date 
------------------

Position(s) Applied For ____________________________ _

Referral Source: 

D Advertisement List Which Newspaper or Website: _________________ _ 

D Personal Contact 0 Walk-In 0 Employment Agency 

0 Other 
-------------------------------------

Name _______________ __________ Phone __________ _ 
Last First Middle (Area Code) Number 

Address 
--------------------------------------

Number Street City State Zip Code 

Affirmative Action Survey 

Government agencies require periodic repo1ts on the sex, ethnicity, handicapped and veteran stan,s of applicants. This data is for 
analysis and affinnative action only. Submission of infonnation about a handicap is voluntaiy. 

Check One: OMale D Female 

Check One Race/Ethnic Group: 

0 Hispanic or Latino 

D White 

D Black or African American 

D Asian 

D American Indian or Alaska Native 

Check if any of the following are applicable:

D Native Hawaiian or Other Pacific Islander 

D Two or More Races 

D Vietnam Era Veteran D Disabled Veteran D Handicapped Individual 
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VILLAGE OF MATTESON 

 POSITION DESCRIPTION 

 

Class Title:  Planner        

Department: Community Development, Planning Division   

Date:  February 7, 2024 

Status:  Exempt 

 

 

GENERAL PURPOSE    

 

Performs a variety of routine and complex administrative, technical, and professional work in the 

current and long-range planning programs of the Village, related to the implementation of land use 

and related municipal plans and policies.  Responsible for assisting with the administration of the 

Village’s Zoning Ordinance and Comprehensive Plan as well as Permit Plan Review and Zoning 

Certificate Letters. 

 

SUPERVISION RECEIVED  

 

Works under the general guidance and direction of the Director of Community Development. 

 

SUPERVISION EXERCISED  

 

None. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

 

Assists in the development of short and long-term plans; gathers, interprets, and prepares data for 

studies, reports, and recommendations; coordinates department activities with other departments 

and agencies as needed. 

 

Makes presentations to supervisors, boards, commissions, civic groups, and the general public. 

Provides information on land use applications, ordinances, codes, plans and related planning 

programs, services or regulations to architects, engineers, developers, contractors, owners, 

community groups and interested persons.  

 

Reviews development and related land use permit applications, site & landscaping plans, variance 

applications, etc., examines applications for compliance with established plans and ordinances, and 

applicable local, state or federal regulation; solicits input from appropriate staff, schedules hearings 

and actions, monitors through the approval process, enforces compliance with regulations; prepares 

reports and related data as required.  Also, conducts field reviews of permits as applicable for code 

compliance, reviews business license applications for compliance with zoning, sign, and related 

regulations.   
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Other duties include, providing staff support to the Planning Commission, receiving and reviewing 

applications for Planned, Special Use and other related Permit Applications and explains process, 

reviews cases and prepares agendas, inspects the site of property, writes case background with 

comments and recommendations, provides technical assistance and assures that minutes of hearing 

are prepared, and results of hearing are conveyed to petitioners.  

 

Assists Village staff in the enforcement of local ordinances and in interpreting Village codes and 

master plans. 

 

Updates a variety of maps. Prepares graphics and maps for a variety of reports, plans, grant 

applications, publications, or meetings. 

 

Serves when assigned as a member of a planning task force composed of municipal, County or State 

groups. 

 

Assists in maintaining the database of information for planning purposes. 

 

Responds to local citizens inquiring about local planning and zoning regulations and ordinances. 

 

PERIPHERAL DUTIES 

 

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. 

 

Assists other Department and Village staff members as needed. 

 

DESIRED MINIMUM QUALIFICATIONS 

 

Education and Experience:  

 

 (A)  Graduation from an accredited four-year college or university with a degree in land-use 

planning, urban planning, landscape architecture or a closely related field.  The ideal candidate 

seeking a salary above the minimum level will also have: 

 (B) Four (4) years’ experience in municipal planning; or  

 (C) Any equivalent combination of education and experience, additional education 

substituting on a year for year basis for the required experience. An AICP Certification is required.  
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Necessary Knowledge, Skills and Abilities:   

 (A)  Considerable knowledge of zoning laws and comprehensive plans including their 

formation, process of adoption, and enforcement; Extensive knowledge of planning programs and 

processes; Working knowledge of Personal Computers.   

 (B) A strong commitment to customer service. 

 (C) Ability to communicate effectively orally and in writing with architects, engineers, 

contractors, developers, owners, supervisors, employees, and the general public. Ability to establish 

effective working relationships. 

 (D) Skill in the operation of the listed tools and equipment. 

 

SPECIAL REQUIREMENTS 

 

Valid State Driver's License in the State of Illinois, or ability to obtain one. 

 

TOOLS AND EQUIPMENT USED 

 

Personal computer, including word processing; motor vehicle; calculator; phone; copy and fax 

machine; various graphic design tools. 

 

PHYSICAL DEMANDS 

 

The physical demands described here are representative of those that must be met by an employee 

to successfully perform the essential functions of this job. Reasonable accommodations may be 

made to enable individuals with disabilities to perform the essential functions.  

 

Work is performed mostly in office settings. Some outdoor work is required in the inspection of 

various land use developments and construction sites. Hand-eye coordination is necessary to operate 

computers and various pieces of office equipment. 

  

While performing the duties of this job, the employee is occasionally required to stand or sit; walk; 

use hands to finger, handle, feel or operate objects, tools, or controls; and reach with hands and 

arms. The employee is occasionally required to climb or balance; stoop, kneel, crouch, or crawl; talk 

or hear.  

  

The employee must occasionally lift and/or move up to 10 pounds.  Specific vision abilities required 

by this job include close vision, distance vision, color vision, peripheral vision, depth perception, 

and the ability to adjust focus.  
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WORK ENVIRONMENT 

 

The work environment characteristics described here are representative of those an employee 

encounters while performing the essential functions of this job. Reasonable accommodations may 

be made to enable individuals with disabilities to perform the essential functions.  

  

While performing the duties of this job, the employee occasionally works in outside weather 

conditions. The employee is occasionally exposed to wet and/or humid conditions, or airborne 

particles. 

  

The noise level in the work environment is usually quiet in the office, and moderate in the field. 

 

SELECTION GUIDELINES  

 

Formal application, rating of education and experience; oral interview and reference check; job 

related tests may be required.  

 

The duties listed above are intended only as illustrations of the various types of work that may be 

performed. The omission of specific statements of duties does not exclude them from the position if 

the work is similar, related or a logical assignment to the position. 

 

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 requirements 

of the job change.  

 

Approval: 

 

_______________________________  Date:_________________________ 

 Director Community Development   

 

 

_________________________________  Date: _________________________ 

         Director of Human Resources 

 

 

 __________________________________  Date:  ________________________ 

         Village Administrator 

 

Revision History: January 24, 2006 

   November 15, 2011 

   October 12, 2023 
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