
VILLAGE of MORTON GROVE 

FULL TIME ASSISTANT VILLAGE PLANNER 
 

The Village of Morton Grove, Illinois, is a mature near-north suburb of Chicago with immediate 

access to interstate, public transit, and recreational trail networks. Residents enjoy the comforts 

of suburban living, access to 400 acres of Cook County Forest Preserves, a mix of small 

businesses and national retailers, a short commute to Chicago’s Loop, and a community rich in 

diversity. Today, over 40% of residents were born outside of the United States, an increase of 

over 7% since 2000. 

The Village is seeking an entry-level planner to assist the Department of Community and 

Economic Development with a variety of planning, zoning, and development activities. The 

Department supports long-range planning activities, zoning administration, and community and 

economic development initiatives. The Department works closely with other Village 

departments, developers, property owners, builders, investors, public agencies to achieve its 

department objectives and the common vision for the Village of Morton Grove.   

Village Hall is a 15-minute walk from the Morton Grove Metra Station (Milwaukee District 

North Line), and 3 blocks from both the Lincoln Avenue (Route 210) and Dempster Street 

(Route 250) PACE bus lines.   

The Assistant Village Planner will, under the direction of the Land Use Planner: 

• Serve as the initial point of contact on zoning and compliance inquiries 

• Review permit applications for zoning compliance 

• Review plans and proposals for new development 

• Help prepare Zoning Board of Appeals and Plan Commission agendas, case 

materials, and staff reports 

• Attend and participate in public meetings held by Village Boards and Commissions 

(evening meeting attendance required) 

• Research and report on issues relating to land use and economic development to help 

shape Village regulation and policy 

• Participate in long-range planning projects, business outreach, and community 

development initiatives 

• Produce graphics and exhibits to support Department reports and projects 

• Assist the Department of Community and Economic Development as needed and 

directed to carry out department responsibilities 

Requirements: 

The successful candidate will have a minimum of a Bachelor’s degree with a minimum of 2 

years private or public sector planning experience or a Master’s degree in urban planning, 

public policy, or administration. In addition, the following knowledge, skills and abilities are 

required: 

• Knowledge and understanding of the principles, practices, and techniques of urban 

planning, economic development, and land use regulation 



• Clear and professional writing skills 

• Attention to detail 

• Excellent verbal communication and customer service skills 

• Ability to make accurate mathematic calculations 

• Ability to exercise initiative and independent judgement 

• Experience with the Adobe Creative Suite desired 

Salary range $43,000 - $47,000 DOQ. IMRF pension and excellent benefit package included.  

To apply, please submit a resume, cover letter and writing sample no later than 5:00 PM (CST) 

on Friday, August 7, 2020. Writing samples should be no longer than 5-10 pages in length. 

Technical and academic writing samples preferred. A planning portfolio (less than 10 MB) may 

be submitted, but is not required.  

Cover letters should be made to the attention of Zoe Heidorn, Land Use Planner.  

Applications may be emailed to commdev@mortongroveil.org or mailed to: 

Department of Community & Economic Development 

Village of Morton Grove 

6101 Capulina Avenue 

Morton Grove, Illinois 60053 

 

Mailed applications must be postmarked on or before August 7, 2020, in order to be considered. 

mailto:commdev@mortongroveil.org
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Job Description 

Job Title:   Assistant Village Planner 

Department:  Administration-Community and Economic Development 

Req. Knowledge, Training, and Experience: 

• Completion of a Bachelor’s degree with a 
minimum of 2 years private or public sector 
planning experience or a Master’s degree in 
urban planning, public policy, or administration 

• Knowledge and understanding of the principles, 
practices, and techniques of urban planning, 
economic development, and land use 
regulation 

• Experience with the Adobe Creative Suite and 
basic understanding of GIS desired 

Type of Position: 

 Full-time 
 Part-time 
 Intern 
 

Hours: 40 hours/week 

  Exempt 
  Nonexempt   

General Description: 

Serve as an entry-level planner to assist the Land Use Planner with a variety of planning, zoning, and 
development activities. The Community and Economic Development Department supports long-range 
planning activities, zoning administration, and community and economic development initiatives. The 
Department works closely with other Village departments, developers, property owners, builders, 
investors, public agencies to achieve its department objectives and the common vision for the Village of 
Morton Grove.   

Responsibilities: 

• Serve as the initial point of contact on zoning and compliance inquiries 

• Review permit applications for zoning compliance 

• Review plans and proposals for new development 

• Help prepare Zoning Board of Appeals and Plan Commission agendas, case materials, and staff 
reports 

• Attend and participate in public meetings held by Village Boards and Commissions (evening 
meeting attendance required) 

• Research and report on issues relating to land use and economic development to help shape 
Village regulation and policy 

• Participate in long-range planning projects, business outreach, and community development 
initiatives 

• Produce graphics and exhibits to support Department reports and projects 
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• Assist the Department of Community and Economic Development as needed and directed to 
carry out department responsibilities 

Safety and Risk Management Responsibilities: 

All employees are expected to exercise their responsibility for employee safety and risk management.  
Adherence to safety requirements is considered an important measure of employee performance 
evaluation.  Employees are responsible for complying with all established safe work rules; reporting all 
accidents and injuries immediately and cooperating in all accident and injury investigations by supplying 
full and complete information; submitting recommendations for safety and efficiency, as well as reporting 
defective equipment and unsafe conditions; using safety equipment provided for personal use in 
performing daily work assignments; only operating equipment trained and authorized to operate; 
providing public protection from unsafe conditions and hazards resulting from municipal work operations; 
and participating in special safety activities such as departmental safety committees, job safety analysis, 
and special training sessions. Other responsibilities with regard to employee safety are detailed in the 
Safety Manual under Sections 3.00 and 5.00, pages 7 and 9 respectively. 
 

Knowledge and Skills: 

• Clear and professional writing skills 

• Attention to detail 

• Excellent verbal communication and customer service skills 

• Ability to make accurate mathematic calculations 

• Ability to exercise initiative and independent judgement 

• Knowledge and understanding of the principles, practices, and techniques of urban planning, 
economic development, and land use regulation 

• Experience with the Adobe Creative Suite and basic understanding of GIS desired 
 

Supervisory Responsibilities: This position does NOT require supervisory responsibilities. 

Competencies: 

Interpersonal Skills - Maintains confidentiality; Listens to others without interrupting; Remains open to 
others' ideas and tries new things. 
 
Ethics - Treats people with respect; Inspires the trust of others; Works with integrity and ethically; 
Upholds organizational values. 
 
Planning/Organizing - Prioritizes and plans work activities; Uses time efficiently; Completes 
administrative tasks correctly and on time; Follows instructions and responds to management direction. 
 
Communication - Listens and gets clarification; Responds well to questions; Speaks clearly and 
persuasively in positive or negative situations; Writes clearly and informatively; Able to read and interpret 
written information. 
 
Teamwork - Balances team and individual responsibilities; Gives and welcomes feedback; Contributes 
to building a positive team spirit; Puts success of team above own interests; Supports everyone's efforts 
to succeed; Contributes to building a positive team spirit; Shares expertise with others. 
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Adaptability – Able to adapt to changes in the work environment; Manages competing demands; 
Changes approach or method to best fit the situation.  Able to deal with frequent change, delays, or 
unexpected events. 
 
Technical Skills - Assesses own strengths and development areas; Pursues training and opportunities 
for growth; Strives to continuously build knowledge and skills; Shares expertise with others. 
 
Dependability - Follows instructions, responds to management direction; Takes responsibility for own 
actions; Keeps commitments; Commits to long hours of work when necessary to reach goals; Completes 
tasks on time or notifies appropriate person with an alternate plan.  Is self-reliant and able to complete 
projects with minimal supervision. 
 
Quality - Demonstrates accuracy and thoroughness; Looks for ways to improve and promote quality; 
Applies feedback to improve performance; Monitors own work to ensure quality. 

Computer Skills: Working knowledge of and ability to use with skill Microsoft Office Products. 
Experience with the Adobe Creative Suite desired. Ability to use personal computers, smart phone, fax 
machines, copiers, calculator and other equipment as technology demands. Ability to develop functional 
skills related to utilizing software specific to departments/tasks in which responsibilities lie. 

Other Qualifications:  Valid Illinois driver's license 
              
Travel:  Local travel may be required of the position 

Physical Demands: 

While performing the duties of this job, the 
employee is regularly required to talk or hear.  The 
employee is frequently required to stand; walk; sit 
for long periods of time; use hands to finger, 
handle or feel and reach with hands and arms.  
The employee is occasionally required to climb or 
balance; stoop, kneel, crouch or crawl.  The 
employee must lift and/or move up to 25 lbs. 

Work Environment: 

The noise level in the work environment is usually 
moderate. 
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