Land Use Administrator
Admin@bethlehemnh.gov
Town of Bethlehem, NH – Land Use Administrator (Part-Time)
· Hours: Part-time, 20–25 hours per week
· Schedule: Typically, three days in the office 
· Meetings: Up to three evening meetings per month (Planning Board and Zoning Board of Adjustment)
· Department: Planning and Zoning / Land Use Office
· Salary Range: $23-$25 per hour, commensurate with experience
· Application Deadline: Open until filled
The Town of Bethlehem is seeking a qualified and motivated individual to serve as Land Use Administrator, overseeing the operations of the Land Use Office and supporting the Planning Board and Zoning Board of Adjustment (ZBA).
This part-time position (20–25 hours per week) typically requires three days per week in the office. The job entails attendance at up to three evening meetings per month, generally two Planning Board meetings and one ZBA meeting a quarter.
Duties include processing and reviewing applications, preparing meeting notices and packets, drafting correspondence such as staff reports and Notices of Decision, attending and taking minutes at evening meetings, and responding to inquiries from the public. Providing high-quality customer service at the town office, on the phone, and when responding to emails is one of the key responsibilities of the position. The role also involves managing and updating the web pages for these boards and commissions, as well as for the Department. Preferred Qualifications: Prior municipal experience or familiarity with planning and zoning procedures.

