
CHARTER TOWNSHIP OF OXFORD 

BOARD OF TRUSTEES SPECIAL MEETING 

 

NOTICE AND AGENDA 

 

Date: Tuesday, May 20, 2025 

Time: 6:30 p.m. 

Place: Oxford Township Meeting Room 

     300 Dunlap Road, Oxford, MI 48371 

 

1. Call to Order 

 

2. Respects to the flag 

 

3. Noting of roll 

 

4. Approval of the agenda  

 

5. Public comment on items not on the agenda 

 

6. Board of Trustees Comments 

 

7. Unfinished Business 

a. Trustee Candidates Interviews and Appointment – Supervisor Curtis 

i. Emily C. Busch 

ii. Patti Durr 

iii. Allison Gorman 

iv. James N. Lopiccolo 

v. Paul Schapira 

vi. James Sommers 

b. Committee Appointments for New Trustee – Supervisor Curtis 

c. Job Descriptions – Clerk Wright 

 

8. New Business 

 

9. Public Comment 

 

10. Board of Trustees Comments 

 

11. Adjournment 

 
The Charter Township of Oxford will provide necessary reasonable auxiliary aids and services, such as signers for the 

hearing impaired and audio tapes of printed materials being considered at the meeting/hearing. Individuals with disabilities 

requiring auxiliary aids or services shall contact the Charter Township of Oxford, by writing or calling Curtis W. Wright, 

Township Clerk at 248-628-9787 as soon as possible to allow the Township sufficient time to have available the aids and 

services. 

 

Charter Township of Oxford Clerk, Curtis W. Wright 

300 Dunlap Road, Oxford, MI 48371 (248)628-9787 

 
 

Oxford Cable Commission re-broadcasts of Oxford Township Board Regular Meetings are on Wednesdays at 7:00 p.m. 







































































Date: May 20, 2025 

 

To: Board of Trustees 

 

From: Jack Curtis, Supervisor 

 

Re: Trustee Committee, Commission, and Board Appointments 

  

Dear Board Members: 

 

Jeffrey Omtvedt‘s resignation created vacancies on the Committees in which he was 

appointed by the Township Board.  

 

The following PROPOSED motion is for your consideration: 

 

I move to appoint Trustee _______________to the 

following: 

 

• Compensation & Performance Evaluation Committee 

• Election Commission 

• Personnel Committee 

• Zoning Board of Appeals 

 

with the appointments expiring upon certification of the 

November 2026 Mid-Term Election by the Board of 

Canvassers. 

 
 



 

 

MEMORANDUM 

 

To:    Board of Trustees 

From:  Personnel Committee 

  (Catherine Colvin, Curtis Wright, Susan McCullough, Vacancy) 

Date:   May 15, 2025 

Re:   Updated Job Descriptions 

The Personnel Committee is proposing that the attached job descriptions be approved. Many job 

descriptions have not been updated for years and no longer match current job titles and/or duties. 

The following motion is recommended: 

I move that the following updated job descriptions be approved, effective May 15, 2025: 

• Administrative and Executive Assistant – OCSO Substation 

• Administrative Assistant to the Building Department 

• Administrative Assistant to the Township Clerk 

• Administrative Assistant to the Township Treasurer 

• Building Official 

• Communications and Grants Manager 

• Deputy Clerk 

• Executive Assistant to the Township Clerk 

• Deputy Supervisor 

• Executive Assistant to the Township Supervisor 

• Deputy Treasurer 

• Executive Assistant to the Township Treasurer 

• Ordinance Enforcement Officer 

• Planning & Zoning Executive Assistant 

Further, these job descriptions are attached and incorporated as a part of these minutes. 

Additionally, MTA has recommended that the deputy positions and duties be split into two job 

descriptions. When the positions of the deputy supervisor and executive assistant to the supervisor 

were approved, it was done as two separate job titles for this reason. MTA further recommends that 

compensation be assigned to each position. This will be addressed in the upcoming budget year for 

2026. 

There are three types of deputies that charter townships can utilize: 

1. The “Clark Kent” deputy. This is the most basic form – the deputy is usually only seen when 

the official is not present. They are a substitute – a backup quarterback. 



 

 

2. The “Assistant” deputy. This person helps the official perform only the statutory duties of 

the office at any times agreed upon by the township board and the official. 

3. The “Deputy Plus” deputy. This is a deputy who also performs additional administrative 

duties outside the scope of the statutory deputy requirements. 

Oxford Township utilizes a “Deputy Plus.” For this reason, MTA recommends two different job titles – 

one for the employee position and one for the deputy position. This will protect the Township in the 

event an elected official resigns, or otherwise no longer holds office. Once that resignation is 

accepted by the board, the deputy’s appointment also ends.  

I move that the positions of Deputy Clerk and Executive Assistant to the Clerk be split into two 

separate job descriptions and responsibilities and that Deputy Clerk Susan McCullough be 

given the additional job title of Executive Assistant to the Township Clerk. 

I further move that the positions of Deputy Treasurer and Executive Assistant to the Treasurer 

be split into two separate job descriptions and responsibilities and that Deputy Treasurer 

Tracy Devereaux be given the additional job title of Executive Assistant to the Township 

Treasurer. 
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Job Title:  Administrative and Executive Assistant - OCSO Substation 

Supervised by:  Oxford Township Supervisor 
 

General Summary: 

Under the supervision of the township supervisor and substation sergeant, performs a 
broad range of administrative and clerical functions in support of the daily operations and 
customer service for the Oakland County Sheriff’s Oxford Township Substation. 

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

1. Maintain a high degree of confidentiality in all aspects of the position. 
2. Follow written and/or verbal instructions on an independent basis with or 

without direct supervision. 
3. Assist commanding sergeant and detectives with typing reports, schedules, 

assignments, overtime reports, and grant progress reports and correspondence. 
Type correspondence for people assigned to the command office and the 
detective bureau. Review reports for proper release to the public. Obtain 
revenue for written reports, write receipts and maintain a cash box on location. 

4. Prepare and maintain a wide variety of files, documents, comprehensive reports 
and departmental records requiring knowledge of and experience with 
departmental activities. These include, but are not limited to, the following: 
• Entering and logging payroll; 
• Maintaining and updating the current list of liquor establishments in the 

Township and mailing violations to the Liquor Control Commission; 
• Maintaining the current house checklist for people on vacation, along with 

letters of authorization for prosecution from property owners who are victims 
of trespassers; 

• Preparing supply orders and maintaining sufficient supplies for use by 
substation personnel; 

• Reviewing and categorizing daily department incident reports and filing 
monthly; 

Charter Township of Oxford 
300 Dunlap Road 
Oxford, MI  48371 
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• Maintaining and updating office manuals, i.e., Charter Township of Oxford 
ordinances, prosecution warrant manuals, and Oakland County Sheriff 
Office (OCSO) manuals, rules and regulations. 

5. Operate the Law Enforcement Information Network (LEIN) terminal and County 
Law Enforcement Management Information System (CLEMIS) computer to 
receive information regarding persons, property and vehicles on the county, 
state and national databases. Obtain a daily incident recap report from the 
CLEMIS system for review by command and detectives. Receive and update 
“pawn shop” sheets and stolen property files, and file suspect information 
sheets. Fax and receive via computer video conference warrants from the 
Oakland County Prosecutor’s Office. Assist in obtaining warrants through the 
teleconference computer and maintain logs. Type all township warrants and 
forward to the township prosecutor. 

6. Prepare monthly substation reports and forward to the township supervisor. 
7. Receive, screen, and direct all incoming telephone calls to the appropriate 

substation officers and obtain necessary complaint information via telephone 
and relay to the OCSO communication center for dispatch of officers. 

8. Screen all walk-in citizens, answer questions, and direct them to the appropriate 
person or agency. Contact dispatch if needed to have an officer respond to the 
citizen’s needs or other police matters. 

9. Perform review and filing of daily incoming departmental mailings and notices. 
Maintain and update bulletin board and BOL information. 

10. Distribute, file and maintain all interdepartmental and inter-office orders and 
memorandums including subpoenas, administrative orders, and training 
assignments. 

11. Maintain a roster of assigned personnel, including address, telephone and 
emergency notification information. 
 

Education and Qualifications: 

1. Minimal educational requirements include a high school or equivalency 
diploma, with additional vocational training in office administration, clerical and 
related areas. 

2. A minimum of three years of experience in the fields of clerical, office 
management or related work, preferably in a law enforcement setting. 

 
Required Knowledge, Skills and Minimum Qualifications: 

• No criminal record and possess a valid operator’s license. 
• Intermediate level of proficiency in general office equipment and related business 

software such as Microsoft Office suite, including word processing. 
• Proficiency in maintaining and updating records and documents, as well as other 

clerical duties. 
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• Must have effective time management and organizational skills, and the ability to meet 
all deadlines and the ability to adapt to changing work priorities. 

• Knowledge of the operations of the LEIN terminal and CLEMIS computer. Must be able 
to successfully obtain and maintain LEIN certification. 

• Ability to establish effective working relationships and use good judgement, initiative 
and resourcefulness when in contact with others. 

• Ability to communicate effectively and present ideas orally and in writing. 
• Ability to maintain confidentiality. 
• Ability to maintain attention to detail and work effectively under stress and changes in 

work priorities. 

 
Working Conditions and Physical Demands: 

• The work may require some physical exertion such as extended periods of standing, 
recurring stooping, climbing or walking; recurring lifting of moderately heavy items 
weighing less than 25 pounds and may require occasional lifting of objects weighing 
more than 25 pounds. The work may require specific, but common physical 
characteristics and abilities such as mobility and dexterity. 

• The work has standard vision requirements. 
• Vocal communication is required for expressing or exchanging ideas by means of the 

spoken word. 
• Hearing is required to perceive information at normal spoken word levels. 
• Work requires preparing and analyzing written or computer data and observing general 

surroundings and activities. 
• Work has no exposure to environmental conditions. 
• Work is in a moderately noisy office setting. 
• Reasonable accommodations may be made to enable individuals with disabilities to 

perform the essential functions. 

The above statements are intended to describe the general nature and level of work being performed by 
people assigned to this classification. They are not to be limited to or intended to be an exhaustive list of all 
job duties to be performed by those within this classification. 
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Job Title:  Administrative Assistant to the Building Department 

Supervised by:  Oxford Township Building Official 

 
General Summary: 

Under the supervision of the building official, performs a variety of administrative, 
secretarial, and accounting/clerical functions in support of the daily operations of the 
building department. Provides visitors with a positive first impression on behalf of the 
township and the building department. 

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

1. Serve as confidential clerical support to the building official, the building, 
electrical, plumbing, mechanical inspectors and zoning administrator. 

2. Answer telephone calls and respond to or direct the call to the appropriate 
person or department. 

3. Issue permits and schedules inspections in BS&A for building, electrical, 
mechanical and plumbing, including sewer and water. 

4. Take in new permits at the counter, and issue permits following payment. 
5. Distribute inspectors’ schedules of inspections the day prior to inspections. 
6. Enter record of inspection results in BS&A for building and mechanical 

Inspectors from input received from Inspectors. 
7. Generate and issue certificates of occupancy and have signed by the building 

official. 
8. Update permit documents when needed in Microsoft Word and Excel. 
9. Take in new permit applications and schedule reviews for zoning, grading, soil 

erosion and building. 
10. Work with the fire department scheduling inspections for change of 

occupancies and for fire suppression and fire alarm inspections. 
11. Register contractors licensed to work in the township. 
12. Maintains permitting documents at the building department counter. 
13. Generate and mail out expired permit notices daily, as necessary. 
14. Issue and schedule enforcements when necessary. 
15. Certified as a Notary Public. 

Charter Township of Oxford 
300 Dunlap Road 
Oxford, MI  48371 
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16. Respond and keep track of FOIA requests for records for the building 
department. 

17. Update addresses and homeowner/business information in BS&A as needed. 
18. Maintain permit files and coordinate the scanning of all documents when a 

project is complete. 
19. Provides clerical support for other departments when needed. 

 
Education and Qualifications: 

1. Minimal educational requirements include a high school or equivalency 
diploma.  

2. A minimum of two years’ relevant experience including clerical and computer 
skills. General knowledge of building department functions  and BS&A online is 
desirable. 

 
Required Knowledge, Skills and Minimum Qualifications: 

• Intermediate level of proficiency in general office equipment and related business 
software such as Microsoft Office suite, including word processing. 

• Must have experience in BS&A, and BS&A online in particular. 
• General knowledge of municipal government policies and practices. 
• Excellent communication and interpersonal skills to deal effectively with property 

owners, building contractors and other visitors to the department. 
• Ability to work with other Township department representatives and may occasionally 

require dealing with angry citizens/property owners regarding ordinance violations. 
• Ability to independently organize and schedule work to meet established deadlines in 

an environment where interruptions may occur frequently. Ability to interpret, 
comprehend and process detailed information. 

• Ability to establish effective working relationships and use good judgement, initiative 
and resourcefulness when dealing with building contractors, elected officials, visitors 
and the public. 

• Ability to communicate effectively and present ideas orally and in writing. 
• Ability to maintain confidentiality. 

 
Working Conditions and Physical Demands: 

• The work requires some physical exertion such as extended periods of standing, 
recurring stooping, climbing or walking; recurring lifting of moderately heavy items 
weighing less than 25 pounds and may require occasional lifting of objects weighing 
more than 25 pounds. The work may require specific, but common physical 
characteristics and abilities such as mobility and dexterity. 

• The work has standard vision requirements. 
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• Vocal communication is required for expressing or exchanging ideas by means of the 
spoken word. 

• Hearing is required to perceive information at normal spoken word levels. 
• Work requires preparing and analyzing written or computer data and observing general 

surroundings and activities. 
• Work has no exposure to environmental conditions. 
• Work is in a moderately noisy office setting. 
• Reasonable accommodations may be made to enable individuals with disabilities to 

perform the essential functions. 
 

The above statements are intended to describe the general nature and level of work being performed by 
people assigned to this classification. They are not to be limited to or intended to be an exhaustive list of all 
job duties to be performed by those within this classification. 
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Job Title:  Administrative Assistant to the Township Clerk 

Supervised by:  Oxford Township Clerk 

 
General Summary: 

Under the supervision of the township clerk, performs a broad range of administrative 
functions in support of the daily operations of the township. Possesses well developed 
administrative skills and a working knowledge of municipal practices and procedures 
related to the clerk’s department.  

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

1. May serve as recording secretary to the township clerk and the board of trustees. 
2. Assist the clerk in coordinating all township board meetings. Duties include, but 

are not limited to, preparing and distributing the meeting agenda, assembling 
information and materials for inclusion in board packets, performing follow-up 
correspondence on action items arising from the meeting. 

3. Prepare and publish public information including, but not limited to, special 
meetings/public hearings, legal notices in accordance with legal deadlines. 

4. Maintain and create files, processes information and review township board 
meeting minutes for accuracy. 

5. Assist the clerk and deputy clerk in coordinating all township elections in 
accordance with the procedures established by Michigan election law. Assemble 
and distribute updated election materials. Issue and receive nomination petitions 
for the election process, reviewing all documents for accuracy and 
completeness. 

6. Assist in the appointment of election inspectors and maintain an eligibility list. 
Coordinate training material and train election inspectors. Assign workers to 
precinct boards, instruct, supervise, and oversee work while maintaining election 
standards. 

7. Maintain purchase and expenditure information for all election related materials 
to apply for reimbursements from the state. 

8. Assist in maintaining the State of Michigan Qualified Voter File. 

Charter Township of Oxford 
300 Dunlap Road 
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9. Assist the clerk, deputy clerk and executive assistant to the township clerk as a 
liaison of the township when interfacing with all Bureau of Elections, State of 
Michigan, Oakland County Elections, election workers, and registered voters. 

10. Maintain cemetery books of lots, burials, payments and burial right transfers. 
Assist the public with  lot sales and provide information on the policies and 
procedures regarding the cemetery. 

11. Perform all accounts payable functions. 
12. Provide courteous and accurate information and responses to community 

members with questions, issues and/or concerns in person, in writing or by 
phone. Refer individuals to outside organizations as appropriate. Inform clerk 
when the situation warrants their attention. 

13. Record adopted ordinances, amendments and resolutions in permanent files. 
14. Update zoning ordinance book for the township board, planning commission, 

zoning board of appeals, and any other related functions as may be required. 
15. Assure proper distribution of notices, memoranda and related materials. 
16. Provide information to the public regarding township policies, meetings of the 

township board and other matters. Receive and/or document public concerns 
pertaining to township operations and services. 

17. Provide administrative support to other departments as needed. 
18. Back the recording secretary for the township board, planning commission, and 

zoning board of appeals as needed. 
19. Certified as a Notary Public. 
20. Perform front-counter duties, answer the telephone and provide accurate 

information to the public. 
21. Attend conferences, workshops, and seminars as appropriate to keep up to date 

of changing election and legislative regulations and to maintain certification. 
22. Assist with Freedom of Information Act (FOIA) requests, as necessary. 

 

Education and Qualifications: 

1. Minimal educational requirements should include an associate’s degree with 
specialization in office management or business administration. 

2. A minimum of three years of experience in the fields of clerical, office 
management or related work. 

 
Required Knowledge, Skills and Minimum Qualifications: 

• Intermediate level of proficiency in general office equipment and related business 
software such as Microsoft Office suite, including word processing. 

• Must have experience in BS&A, especially Utility Billing and Accounts Payable. 
• Must have effective time management and organizational skills, and the ability to meet 

all deadlines and the ability to adapt to changing work priorities. 
• Knowledge of municipal government policies and practices. 
• Knowledge of and ability to maintain the State of Michigan Qualified Voter File. 
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• Organizational skill in maintaining and updating records and documents. 
• Ability to establish effective working relationships, initiative and resourcefulness when 

dealing with elected officials, visitors and the public. 
• Ability to communicate effectively and present ideas orally and in writing. 
• Ability to maintain confidentiality. 
• Ability to maintain attention to detail and work effectively under stress and changes in 

work priorities. 

 
Working Conditions and Physical Demands: 

• The work requires some physical exertion such as extended periods of standing, 
recurring stooping, climbing or walking; recurring lifting of moderately heavy items 
weighing less than 25 pounds and may require occasional lifting of objects weighing 
more than 25 pounds. The work may require specific, but common physical 
characteristics and abilities such as mobility and dexterity. 

• The work has standard vision requirements. 
• Vocal communication is required for expressing or exchanging ideas by means of the 

spoken word. 
• Hearing is required to perceive information at normal spoken word levels. 
• Work requires preparing and analyzing written or computer data and observing general 

surroundings and activities. 
• Work has no exposure to environmental conditions. 
• Work is in a moderately noisy office setting. 
• Reasonable accommodations may be made to enable individuals with disabilities to 

perform the essential functions. 
 

The above statements are intended to describe the general nature and level of work being performed by 
people assigned to this classification. They are not to be limited to or intended to be an exhaustive list of all 
job duties to be performed by those within this classification. 
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Job Title:  Administrative Assistant to the Township Treasurer 

Supervised by:  Oxford Township Treasurer 

General Summary: 

Under the supervision of the township treasurer, perform a broad range of administrative 
functions in support of the daily operations of the township. Possess well developed 
administrative skills, and a working knowledge of municipal practices and procedures 
related to the treasurer’s department. Perform tax collection functions, utility payment 
collections and cash receipts processing. Function as counter receptionist, maintain and 
update various accounts. 

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

1. Perform customer service and counter duties, answer treasurer department 
inquiries and provide accurate information to the public. 

2. Prepare and type forms and documents, maintain records, file information and 
perform account updates. 

3. Update computer files as needed through both the Township financial 
management program and the county system, as necessary. 

4. Assist in maintaining and updating billing codes and the street cross reference 
index. 

5. Process property transfer affidavits and principal residency exemption 
paperwork and update utility billing, as necessary. 

6. Assist with tax collection, utility payments, Parks and Recreation payment 
processing, cash receipts processing and dog licenses. 

7. Assist with balancing and posting cash drawers. 
8. Assist with the annual tax settlement process, including assisting in posting 

delinquent special assessment amounts to the tax roll. 
9. Assist in streamlining current treasury processes to make the department more 

efficient. 
10. Attend treasury-related educational sessions to become and/or maintain proper 

treasury educational certifications. 
11. Assist in monthly bank reconciliations. 
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Education and Qualifications: 

1. Minimal educational requirements should include an associate’s degree with 
specialization in business administration or accounting, or equivalent 
experience in a related field. 

2. A minimum of two years of experience in the fields of clerical, office 
management or related work. 
 

Required Knowledge, Skills and Minimum Qualifications: 

• Intermediate level of proficiency in general office equipment and related business 
software such as Microsoft Office suite, including word processing. 

• Must have experience in BS&A, especially Cash Receipting and BS&A online. 
• Must have effective time management and organizational skills, and the ability to meet 

all deadlines. 
• Knowledge of municipal government policies and practices. 
• Experience in counting varying denominations of currency (i.e., cash handling). 
• Ability to perform arithmetic computation, both manually and with a calculator. 
• Organizational skill in maintaining and updating records and documents. 
• Ability to establish effective working relationships, initiative and resourcefulness when 

dealing with elected officials, visitors and the public. 
• Ability to communicate effectively and present ideas orally and in writing. 
• Ability to maintain confidentiality. 
• Ability to maintain attention to detail and work effectively under stress and changes in 

work priorities. 
 

Working Conditions and Physical Demands: 

• The work may require some physical exertion such as extended periods of standing, 
recurring stooping, climbing or walking; recurring lifting of moderately heavy items 
weighing less than 25 pounds and may require occasional lifting of objects weighing 
more than 25 pounds. The work may require specific, but common physical 
characteristics and abilities such as mobility and dexterity. 

• The work has standard vision requirements. 
• Vocal communication is required for expressing or exchanging ideas by means of the 

spoken word. 
• Hearing is required to perceive information at normal spoken word levels. 
• Work requires preparing and analyzing written or computer data and observing general 

surroundings and activities. 
• Work has no exposure to environmental conditions. 
• Work is in a moderately noisy office setting. 
• Reasonable accommodations may be made to enable individuals with disabilities to 

perform the essential functions. 
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The above statements are intended to describe the general nature and level of work being performed by 
people assigned to this classification. They are not to be limited to or intended to be an exhaustive list of all 
job duties to be performed by those within this classification. 
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Job Title:  Building Official 

Supervised by:  Oxford Township Supervisor 

 
General Summary: 

Under the supervision of the township supervisor, performs a variety of administrative and 
technical functions involved in the administration and enforcement of building, zoning and 
related codes. Supervises the work of the building and trade inspectors and 
clerical/administrative staff. 

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

1. Manage and supervise the resources of the building department. Coordinate 
permit and inspection activities and assure compliance with all standards. 

2. Review or inspect plans, specifications, and blueprints of new buildings under 
construction or the remodeling of existing buildings for compliance with codes 
and ordinances. Approve and issue permit applications of construction or 
remodeling. 

3. Conduct on-site inspections of structures under construction and existing 
buildings to ensure conformity to state and local building codes. Coordinate and 
monitor the inspection activities of other trade inspectors. 

4. Enforce a variety of codes, including the local zoning code, the Michigan Building 
Codes, Uniform Plumbing and Mechanical Codes, National Electric Code, and 
ICC Property Maintenance Code. Issue violation/correction notices and 
citations. 

5. Explain, interpret, and provide guidance regarding all applicable codes to 
architects, engineers, contractors, developers, the public and municipal 
officials relating to building and zoning matters. 

6. Review current trends and developments in the field of construction and prepare 
revisions of codes, ordinances, township application processes, and local 
regulations. Participate in the examination of building plans of all types to 
determine compliance with code requirements and related regulations. 

Charter Township of Oxford 
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7. Administer the permitting function, including application, fee assessment and 
collection, permit issuance, inspection, and occupancy and make 
improvements to these processes. 

8. Oversee contracted zoning administrator and may function as zoning 
administrator to interpret and enforce the township’s zoning ordinances. Act as 
staff support to the planning commission, township board, and zoning board of 
appeals to assist at meetings providing required information. 

9. Perform general administrative duties. Develop proposed annual budget for the 
department. Prepare necessary reports and information for the township board, 
planning commission, zoning board of appeals. Maintain appropriate records. 

10. Attend planning commission, township board and zoning board of appeals 
meetings, and any committee or other meetings as required and requested. 

11. Perform related work as required or other duties from time to time assigned by 
the township supervisor. 

 
Education and Qualifications: 

1. Minimal educational requirements include a high school or equivalency 
diploma, with experience and training in building technology, construction 
management, engineering, drafting or related field.  

2. A minimum of five years’ relevant building experience, or as a licensed 
professional engineer or architect, building inspector, contractor, or related, 
including supervisory and management responsibilities. 

 
Required Knowledge, Skills and Minimum Qualifications: 

• State of Michigan certifications as a building inspector, building official and plan 
reviewer are required. 

• A valid Michigan drivers’ license is required. 
• Continuing education is required to maintain certification. A lapse in certification may 

result in suspension and/or discharge. 
• Thorough knowledge and understanding of all state and locally adopted building codes 

and ordinances, including Public Acts 230 and related building official and inspection 
rules and regulations. 

• Thorough knowledge of the principles and practices of building plan review and 
conducting construction site inspections. Prior zoning experience or knowledge is 
preferred. 

• Skill in interpreting, applying, and enforcing building codes and ordinances. 
• Ability to perform visual reviews of permit applications and blueprints, and inspections 

of construction sites. 
• Ability to establish effective working relationships and use good judgement, initiative 

and resourcefulness when dealing with employees, builders, architects, planners, 
other governmental agencies and the public. 

• Ability to supervise the work of others and make improvements to processes used. 
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• Ability to work effectively under stress and changing work priorities. 
• Ability to attend meetings scheduled at night, weekends and at other than regular 

business hours. 
• Thorough and comprehensive understanding and use of BS&A software. 

 
Working Conditions and Physical Demands: 

• The work requires some physical exertion such as extended periods of standing, 
recurring stooping, climbing or walking; recurring lifting of moderately heavy items 
weighing less than 25 pounds and may require occasional lifting of objects weighing 
more than 25 pounds. The work may require specific, but common physical 
characteristics and abilities such as mobility and dexterity. 

• The work has specific vision requirements, such as close vision, distance vision, color 
vision, peripheral vision, depth perception and ability to adjust focus. 

• Vocal communication is required for expressing or exchanging ideas by means of the 
spoken word. 

• Hearing is required to perceive information at normal spoken word levels. 
• Work requires preparing and analyzing written or computer data and observing general 

surroundings and activities. 
• While performing the duties of this job, the employee is frequently exposed to moving 

mechanical parts and/or heavy machinery equipment and outside weather conditions. 
The employee is occasionally exposed to fumes or airborne particles, risk of electrical 
shock and vibration. 

• Work is in a moderately noisy office setting and on-site inspections may include 
exposure to loud work environments. 

• Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions. 
 
 

The above statements are intended to describe the general nature and level of work being performed by 
people assigned to this classification. They are not to be limited to or intended to be an exhaustive list of all 
job duties to be performed by those within this classification. 
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Job Title:  Communications and Grants Manager 

Supervised by:  Oxford Township Supervisor 
 

General Summary: 

Under the supervision of the township supervisor, submits grant proposals for various 
township departments and manages social media accounts and all public 
communications.  

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

1. Research, write and submit grant proposals on behalf of Oxford Township, 
Oxford Fire Department, Oakland County Sheriff’s Oxford Township Substation 
and Oxford Township Parks and Recreation. This includes locating available 
grant opportunities and other outside funding sources, gathering information 
and conducting research, working with other township staff members, 
departments, committees and contractors to identify needs and potential 
projects, developing budgets, soliciting letters of support and writing and 
submitting grant proposals/applications. 

2. Manage awarded grants, which includes keeping track of expenses, overseeing 
project implementation, ensuring grant dollars are properly spent, ensuring 
compliance with grant requirements, documenting project progress, ensuring 
deadlines are met, maintaining records and writing/filing grant reports. 

3. Manage the township’s social media accounts, which includes creating original 
content (photographs, text, flyers, etc.); disseminating relevant information 
concerning the township government, its meetings, its activities and its services; 
promoting and covering township and community events; interviewing local 
people and sharing their stories to promote the township and foster a sense of 
place; sharing relevant content from other governmental entities and community 
organizations; answering questions from the public; and monitoring accounts for 
improper conduct (i.e. profanity, threats, spam, etc.). 

4. Promote the positive aspects of living, working and playing in the township. Help 
cultivate, shape, enhance and safeguard the township’s image. 
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5. Solicit donations (both monetary and in-kind) and sponsorships for Oxford 
Township, Oxford Fire Department, Oakland County Sheriff’s Oxford Township 
Substation and Oxford Township Parks and Recreation. 

6. Initiate special projects that are beneficial to the township and its residents. Seek 
and secure funding sources for these projects, oversee their implementation and 
promote them. 

7. Compose, edit and distribute written materials on behalf of the township, 
including, but not limited to, media releases, letters, correspondence, articles for 
publications, emails, newspaper advertisements and informational pamphlets 
and flyers. 

8. During emergency situations, work with township and village officials, the Oxford 
Fire Department, the Oakland County Sheriff’s Office, Oakland County 
Emergency Management and any other involved entities to communicate 
essential information to the public via social media and traditional media. Also, 
work with these entities and individuals to identify and tend to the community’s 
needs and secure necessary resources. 

9. Whenever needed or requested, assist the clerk’s department with compiling 
documents, information, data and whatever else is needed for Freedom of 
Information Act (FOIA) requests from citizens, businesses, organizations, other 
governmental entities and the media. 

10. Draft and submit FOIA requests to other governmental entities and agencies on 
behalf of Oxford Township. 

11. Manage all inquiries and requests from print, broadcast and digital media outlets. 
12. Develop positive and productive relationships and partnerships with entities and 

individuals in the public and private sectors. 
13. When necessary, attend meetings of the Southeast Michigan Council of 

Governments, Oakland County Chapter of the Michigan Townships Association 
and similar organizations. 

14. When necessary, attend meetings of other governmental entities. 
15. Attend the annual conference and expo for the Michigan Townships Association. 
16. When necessary, attend special events as a representative of Oxford Township. 
17. Serve as the township’s liaison to local service clubs, nonprofit organizations, 

charities, veterans groups, senior citizen groups, chambers of commerce and 
other business-related organizations, places of worship and other organizations 
dedicated to the betterment of the community and helping others. Maintain good 
relationships with these groups and assist them as needed. 

18. Help the township maintain a good relationship with the public by interacting with 
citizens and business owners in a polite and respectful manner and addressing 
their questions, concerns and comments. 

19. Manage sensitive and confidential matters in a professional manner. 
20. Help maintain the township website by providing and managing content. 
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Education and Qualifications: 

1. This job requires knowledge normally acquired through completion of a 
bachelor’s degree in communications, marketing or business administration. 

2. A minimum of three years of experience in the fields of communications, public 
relations, marketing or a managerial role/position in business. 

 
Required Knowledge, Skills and Minimum Qualifications: 

• Ability to communicate effectively and present ideas orally and in writing. 
• Intermediate level of proficiency in general office equipment and related business 

software such as email and Microsoft Office suite, including word processing. 
• Must have effective time management and organizational skills, as well as the ability to 

meet all deadlines and the ability to adapt to changing work priorities. 
• Ability to attend conferences, seminars, workshops and board meetings, as necessary. 

This may require working some evenings and traveling to other cities and states. 

 
Working Conditions and Physical Demands: 

• The work requires some physical exertion such as extended periods of standing, 
recurring stooping, climbing or walking; recurring lifting of moderately heavy items 
weighing less than 25 pounds and may require occasional lifting of objects weighing 
more than 25 pounds. The work may require specific, but common physical 
characteristics and abilities such as mobility and dexterity. 

• The work has standard vision requirements. 
• Vocal communication is required for expressing or exchanging ideas by means of the 

spoken word. 
• Hearing is required to perceive information at normal spoken word levels. 
• Work requires preparing and analyzing written or computer data and observing general 

surroundings and activities. 
• Work has no exposure to environmental conditions. 
• Working evenings and weekends is often required. 
• Work is in a moderately noisy office setting. 
• Reasonable accommodations may be made to enable individuals with disabilities to 

perform the essential functions. 
 

The above statements are intended to describe the general nature and level of work being performed by 
people assigned to this classification. They are not to be limited to or intended to be an exhaustive list of all 
job duties to be performed by those within this classification. 
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Job Title:  Deputy Clerk 

Supervised by:  Oxford Township Clerk 

 
General Summary: 

In accordance with MCL 41.69, this position is an appointment to public office. The deputy 
clerk serves at the pleasure of the township clerk. The deputy clerk may serve as township 
clerk in the case of the absence, sickness, death or other disability of the clerk. The deputy 
clerk, however, may not vote as a member of the township board. 
 
Education and Qualifications: 

1. Anyone capable of performing the specific duties of the office may be appointed 
as deputy clerk. 

2. The deputy clerk must be readily available when the clerk is not. 

Charter Township of Oxford 
300 Dunlap Road 
Oxford, MI  48371 

 



 

05/06/2025 

 
 

Job Title:  Deputy Supervisor 

Supervised by:  Oxford Township Supervisor 

 
General Summary: 

In accordance with MCL 41.61(2), this position is an appointment to public office. The 
deputy supervisor serves at the pleasure of the township supervisor. The deputy supervisor 
may serve as township supervisor in the case of the absence, sickness, death or other 
disability of the supervisor. The deputy supervisor, however, may not vote as a member of 
the township board. 
 
Education and Qualifications: 

1. Anyone capable of performing the specific duties of the office may be appointed 
as deputy supervisor. 

2. The deputy supervisor must be readily available when the supervisor is not. 
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Job Title:  Deputy Treasurer 

Supervised by:  Oxford Township Treasurer 

General Summary: 

In accordance with MCL 41.77(5), this position is an appointment to public office. The 
deputy treasurer serves at the pleasure of the township treasurer. The deputy treasurer may 
serve as township treasurer in the case of the absence, sickness, death or other disability 
of the treasurer. The deputy treasurer, however, may not vote as a member of the township 
board. 
 
Education and Qualifications: 

1. Anyone capable of performing the specific duties of the office may be appointed 
as deputy treasurer. 

2. The deputy treasurer must be readily available when the treasurer is not. 
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Job Title:  Executive Assistant to the Township Clerk 

Supervised by:  Oxford Township Clerk 

 
General Summary: 

Under the supervision of the township clerk, provide administrative and clerical support in 
all phases of the election process and records maintenance. Also functions as bookkeeper 
with responsibility for accounts receivable, general ledger accounting and payroll, with 
support for accounts payable.  

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

1. Conduct all phases of the election process, including processing new voter 
registrations, updating and maintaining computer and paper voter registrations, 
process candidate petitions, process absentee ballots, process military and 
overseas voter ballots, maintain poll lists and voter/election histories, interpret 
and apply all election laws. 

2. Prepare for and participate in all state and county post-election audits. 
3. Prepare all election education material, writing all training manuals for election 

equipment and training all election workers. 
4. Coordinate testing of all voting machines, order all election supplies and is 

responsible for administering all aspects of the election process. 
5. Administrator of the township’s financial accounting system for accounts 

payable, general ledger, utility billing, cash receipting, and building department. 
6. Assist in budget preparation, and in the maintenance and control of all 

accounting and financial reporting systems in a manner consistent with 
established and accepted municipal accounting principles and practices, 
provides all financial records necessary for the annual audit. 

7. Work with the auditor to provide information and reports during audit and 
throughout the year, and work in conjunction with the executive assistant to the 
township treasurer to maintain all financial records of the township. 

8. Process all journal entries and all auto debits. 
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9. Process all utility (sewer) updates, new sewer accounts and sewer billing. This 
includes processing meter reads for the Village of Oxford sewer accounts and 
Oxford Township sewer accounts. 

10. Prepare the quarterly sewer billing for all sewer customers and provide monthly 
reports to the Great Lakes Water Authority, complete and maintain all processes 
for ACH sewer billing, implement rate changes and maintain records of all sewer 
customers. 

11. Process all payrolls – Oxford Township, Oxford Township Parks & Recreation, 
Oxford Cable Television, and all boards and commissions. 

12. Balance payroll and prepare federal, state, social security and unemployment 
tax information, administer all benefits, and process all pension benefits/loans. 

13. Maintain employment files and forms and maintain all employee time-off 
accrual records. 

14. Prepare and file the annual workers compensation audit for all payroll accounts. 
15. Prepare and file the annual pension audit. 
16. Serve as the backup to the administrative assistant to the clerk in preparation of 

township board agendas and packets. 
17. Assist residents at the front counter as necessary, providing information and 

service to residents, the public, other governmental agencies and municipal 
professionals regarding a variety of township policies and procedures. 

18. Serve as backup to the administrative assistant to the clerk in the sale of 
cemetery lots, burials, payment and burial certificates. 

19. Prepare monthly financial reports for the township board. 
20. Serve as backup FOIA coordinator. 
21. Prepare monthly clerk’s report for the township board. 
22. Prepare monthly financial reports for Oxford Township Parks & Recreation, the 

Polly Ann Trailway Management Council and Oxford Cable Television. 
23. Process and track all Oxford Cable Television franchise fees and PEG fees 

(Oxford Township, Village of Oxford, Village of Leonard, Addison Township). 
24. Certified as a notary public. 

 

Education and Qualifications: 

1. Minimum requirement is a bachelor’s degree with specialization in business 
administration, accounting, finance or related area or equivalent. Necessary 
experience includes three years of office management, accounting or related 
work. 

2. Experience in BS&A, particularly General Ledger, Utility Billing and Accounts 
Payable. 
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Required Knowledge, Skills and Minimum Qualifications: 

• Thorough knowledge of the principles, practices, laws, regulations and policies 
governing municipal election processes, records management, and the office of 
township clerk. 

• Good knowledge of the professional principles and practices of municipal accounting 
to effectively maintain the township accounting system. 

• Skill in operating MS Office, including Word, Excel, Outlook, as well as Adobe. 
• Ability to maintain detailed and accurate financial records and reports according to 

accepted standards. 
• Ability to establish effective working relationships and use good judgment, initiative 

and resourcefulness when dealing with employees, elected officials, visitors and the 
public. 

• Ability to communicate effectively and present ideas orally and in writing. 
• Ability to maintain confidentiality. 
• Ability to maintain attention to detail and work effectively under stress and changes in 

work priorities. 
• Ability to perform detailed work accurately and independently with minimal direction 

and supervision. 
• Knowledge of organizational and time management methods in managing multiple 

projects needed to meet critical deadlines. 
• Ability to critically assess situations and solve problems and work effectively under 

stress, within deadlines and changes in work priority. 
 

Working Conditions and Physical Demands: 

• The work may require some physical exertion such as extended periods of standing, 
recurring stooping, climbing or walking; recurring lifting of moderately heavy items 
weighing less than 25 pounds and may require occasional lifting of objects weighing 
more than 25 pounds. The work may require specific, but common physical 
characteristics and abilities such as mobility and dexterity. 

• The work has standard vision requirements. 
• Vocal communication is required for expressing or exchanging ideas by means of the 

spoken word. 
• Hearing is required to perceive information at normal spoken word levels. 
• Work requires preparing and analyzing written or computer data and observing general 

surroundings and activities. 
• Work has no exposure to environmental conditions. 
• Work is in a moderately noisy office setting. 
• Reasonable accommodations may be made to enable individuals with disabilities to 

perform the essential functions. 

The above statements are intended to describe the general nature and level of work being performed by 
people assigned to this classification. They are not to be limited to or intended to be an exhaustive list of all 
job duties to be performed by those within this classification. 
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Job Title:  Executive Assistant to the Township Supervisor 

Supervised by:  Oxford Township Supervisor 

 
General Summary: 

Under the supervision of the township supervisor, performs a variety of administrative, 
secretarial, and accounting/clerical functions in support of the daily operations of the 
supervisor’s office. Possesses organizational skills and a working knowledge of municipal 
practices and procedures.  

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

1. Serve as a liaison for the supervisor in communicating with department heads, 
board of trustees, consultants, vendors, business leaders and the public. 

2. Complete and/or initiate follow-up tasks associated with action taken by the 
board of trustees, as applicable. 

3. Manage and coordinate the supervisor’s calendar and schedule meetings, as 
directed. 

4. Perform confidential administrative duties of the supervisor’s office involving 
labor and employment matters. Files, schedules, prepares, assemble and 
maintain confidential reports, correspondence, and research involving labor and 
employment matters and all related documents related to union, employee, and 
legal matters. 

5. Serve as confidential clerical support to the supervisor’s office. 
6. Receive and screen telephone calls for the township supervisor. Provide general 

information regarding township operations and policies. 
7. Prepare and/or review meeting agenda item forms for board of trustee meeting 

packets in collaboration with the township clerk’s office. 
8. Evaluate township-wide policies, annually, for necessary amendments in 

collaboration with the deputy clerk. 
9. Provide administrative direction and support to township staff on changes and 

interpretations of laws, guidelines, policies, procedures and directives. 
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10. Provide administrative, clerical and counter support to the clerk’s office, 
treasurer’s office and building department as needed. 

11. Conduct Freedom of Information (FOIA) searches and provide responses to the 
FOIA coordinator when the requested documents are believed by the FOIA 
Coordinator to potentially be in the possession of the township supervisor’s 
office. 

12. Create and update references and manuals, databases, spreadsheets, contact 
lists, and supervisor’s office files. 

13. Administer the Oath of Office to the various township board, commission and 
committee members, in the absence of the township clerk and deputy clerk. 

14. Certified as a Notary Public. 
15. Approve timesheets for department heads and staff directly reporting to the 

township supervisor. 
16. Assist walk-in visitors for the supervisor and respond independently, when 

possible. 
17. Attend committee meetings and other meetings as assigned by the supervisor. 
18. Function as purchasing agent for the supervisor. 
19. Assist the supervisor in preparing, tracking and presenting the budget. 
20. Assist the communications and grants manager by proofreading social media 

posts, grant applications/proposals, letters, memos and other written materials, 
as needed. 

21. Help serve as a receptionist, receives and directs phone calls and visitors, 
provides information and assistance to the public and departmental employees 
by telephone and personal contact. 

22. Help identify community concerns, issues, and problems that are expressed by 
residents and business owners via social media, emails, and telephone calls. 

23. Schedule training (both required and optional) for township officials and 
employees. Arrange and manage all reservations and registrations related to 
conferences, classes, and meetings. Oversee details related to memberships 
and dues for the Supervisor’s office. 

24. Review and determine expense account numbers for invoices. 
 

Education and Qualifications: 

1. Minimum requirement is bachelor’s degree or substantial college level 
coursework in public administration, communications, business or a related 
field, or an equivalent level of training and experience.  

2. Minimum of three to five years of progressive administrative office experience in 
a municipal environment. 
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Required Knowledge, Skills and Minimum Qualifications: 

• Ability to independently organize and schedule work to meet established deadlines in 
an environment where interruptions may occur frequently, and ability to interpret, 
comprehend and process detailed information. 

• Skill in operating MS Office, including Word, Excel, Outlook, PowerPoint, as well as 
Adobe Professional, and the ability to master new technologies. 

• Reasonable proficiency in the Township’s financial management software system 
(BS&A). 

• Excellent communication and interpersonal skills to deal effectively with property 
owners, building contractors and other visitors to the department. Ability to work with 
other township department representatives. 

• Knowledge of municipal organization and departmental operating requirements. 
• Ability to develop, interpret and implement Township office practices, operations, 

policies and procedures and federal, state and local regulations. 
• Reasonable knowledge of the code of ordinances, related ordinances, and the 

policies, procedures, regulations and laws governing municipal government. 
• Ability to maintain confidentiality. 
• Ability to communicate effectively and present ideas orally and in writing. 
• Considerable ability to perform detailed work accurately and independently with 

minimal direction and supervision. 
• Considerable knowledge of organizational and time management methods in 

managing multiple projects is needed to meet critical deadlines. 
• Considerable ability to critically assess situations and solve problems, and work 

effectively under stress, within deadlines and changes in work priority. 
• Knowledge of personnel management principles and practices for union and non-

union employees. 
• Strong ability to establish effective working relationships and use good judgement, 

initiative and resourcefulness when dealing with the public, community leaders, 
vendors and employees. 

• Strong ability to work independently, as well as within a team. 
 

Working Conditions and Physical Demands: 

• The work may require some physical exertion such as extended periods of standing, 
recurring stooping, climbing or walking; recurring lifting of moderately heavy items 
weighing less than 25 pounds and may require occasional lifting of objects weighing 
more than 25 pounds. The work may require specific, but common physical 
characteristics and abilities such as mobility and dexterity. 

• The work has standard vision requirements. 
• Vocal communication is required for expressing or exchanging ideas by means of the 

spoken word. 
• Hearing is required to perceive information at normal spoken word levels. 
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• Work requires preparing and analyzing written or computer data and observing general 
surroundings and activities. 

• Work has no exposure to environmental conditions. 
• Work is in a moderately noisy office setting. 
• Reasonable accommodations may be made to enable individuals with disabilities to 

perform the essential functions. 
 

 

The above statements are intended to describe the general nature and level of work being performed by 
people assigned to this classification. They are not to be limited to or intended to be an exhaustive list of all 
job duties to be performed by those within this classification. 
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Job Title:  Executive Assistant to the Township Treasurer 

Supervised by:  Oxford Township Treasurer 

General Summary: 

Under the supervision of the township treasurer, provides administrative and clerical 
support in all phases of the tax billing and collection process, investment of municipal 
monies, and payments to special funds.  

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

1. Receive, process, disburse and maintain records of all payments made to the 
township. Balance daily receipts, prepare bank deposits and deposit them to the 
bank.  

2. Responsible for collecting all credit card payments; sewer payments, tax 
payments, building payments, cemetery sales and dog licenses. Confirm and 
reconcile work to reports daily. Work closely with the building department to 
balance all permits processed and payments received. 

3. Assist the treasurer in investing and management of the township funds. 
4. Answer questions regarding taxes, special assessments, status of accounts, 

billing and payment procedures and other requested information. 
5. Prepare summer and winter tax bills to be mailed annually. Verify tax statements 

with tax rolls. Post changes made by the board of review and Michigan Tax 
Tribunal. Generate and distribute new tax bills based on approved revisions. 

6. Credit cash receipts to proper accounts, endorses checks, and disburses tax 
collections to other tax entities. 

7. Receive and administer the process for all enrollment forms for all sewer 
customers with auto-debit accounts. 

8. Responsible for the accountability of special assessment districts (SADs). Keep 
precise records and mail out yearly invoices to the residents for repayment and 
confirm that SADs are registered on the winter tax bills. 

9. Process all returned checks, credit cards and sewer auto-debits. Keep precise 
records for all returns. 

10. Responsible for the processing of all voids and stop payments. Work closely with 
the assistant to the clerk and executive assistant to the township clerk for proper 
accountability. 
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11. Responsible for transferring all payroll funds from the various accounts (Cable 
Commission, Police Contracting, Parks and Recreation, Building, Fire 
Department and General Fund) and account for all adjustments made to those 
funds. 

12. Responsible for the yearly transfer of administrative fees for multiple funds. 
13. Responsible for the monthly reconciliation of all financial bank statements for all 

accounts within the township. Provide monthly treasurer’s reports for township 
board meeting packets. 

14. Responsible for the journalization/balancing of all programs sold daily by the 
parks and recreation department. 

15. Responsible for the collection and keeping of precise records of the required 
paperwork for the annual audit. 

16. Responsible for annual documentation storage. 
17. Responsible for the collection, transferring and reconciling of all HRA funds and 

activity. 
18. Main point of contact for financial accounting with parks and recreation’s credit 

card provider. 
19. Responsible for collecting supporting paperwork provided by the fire department 

for emergency ambulatory payments and keep an accurate account of each 
month’s payments. 

20. Certified as a Notary Public. 
 
 

Education and Qualifications: 

1. Minimum requirement is an associate’s degree with specialization in business 
administration, accounting, finance or related area or equivalent work 
experience. Necessary experience includes three years of office management, 
accounting or related work. 

2. Experience in BS&A, particularly General Ledger, Utility Billing and Accounts 
Payable. 

Required Knowledge, Skills and Minimum Qualifications: 

• Thorough knowledge of the principles, practices, laws, regulations and policies 
governing municipal records management and the office of township treasurer. 

• Good knowledge of the professional principles and practices of municipal accounting 
to effectively maintain the Township accounting system. 

• Skill in operating MS Office, including Word, Excel, Outlook, as well as Adobe. 
• Ability to maintain detailed and accurate financial records and reports according to 

accepted standards. 
• Ability to establish effective working relationships and use good judgment, initiative 

and resourcefulness when dealing with employees, elected officials, visitors and the 
public. 

• Ability to communicate effectively and present ideas orally and in writing. 
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• Ability to maintain confidentiality. 
• Ability to maintain attention to detail and work effectively under stress and changes in 

work priorities. 

Working Conditions and Physical Demands: 

• The work requires some physical exertion such as extended periods of standing, 
recurring stooping, climbing or walking; recurring lifting of moderately heavy items 
weighing less than 25 pounds and may require occasional lifting of objects weighing 
more than 25 pounds. The work may require specific, but common physical 
characteristics and abilities such as mobility and dexterity. 

• The work has standard vision requirements. 
• Vocal communication is required for expressing or exchanging ideas by means of the 

spoken word. 
• Hearing is required to perceive information at normal spoken word levels. 
• Work requires preparing and analyzing written or computer data and observing general 

surroundings and activities. 
• Work has no exposure to environmental conditions. 
• Work is in a moderately noisy office setting. 
• Reasonable accommodations may be made to enable individuals with disabilities to 

perform the essential functions. 

The above statements are intended to describe the general nature and level of work being performed by 
people assigned to this classification. They are not to be limited to or intended to be an exhaustive list of all 
job duties to be performed by those within this classification. 
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Job Title:  Ordinance Enforcement Officer 

Supervised by:  Oxford Township Building Official/Zoning Administrator 

General Summary: 

Under the supervision of the building official/zoning administrator, receives and 
investigates complaints and enforces the zoning ordinance, property maintenance code, 
and other applicable general ordinances. Works with the township staff and the township 
attorney to resolve violations. 

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

1. Received complaints regarding violations of  township ordinances. Interacts with 
and advises neighborhood associations and citizens regarding related code 
enforcement issues. 

2. Uses judgment to recognize and solve problems as they apply to related 
Township ordinances. 

3. Researches, investigates, writes and submits reports dealing with code 
enforcement problems. 

4. Responds to complaints in a timely and efficient manner. 
5. Conducts on-site inspections to determine the validity of complaints and the 

extent of violations. 
6. Generates and serves notices of violation to violators. 
7. Conducts re-inspections of violation sites to ensure that all violations have been 

corrected. 
8. Prepares and issues court citations and reports for formal presentation in court 

and assists the township attorney in obtaining resolution of code/ordinance 
violation. 

9. Strong organizational skills and ability to document and track inspections, 
complaints and violations. 

10. Communicates ongoing issues to department head. Works independently, and 
with others, with minimum supervision. 

11. Performs other duties as assigned by department head. 
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Education and Qualifications: 

1. Must have a high school diploma or equivalency. 
2. Previous ordinance enforcement or law enforcement experience preferred. 

Required Knowledge, Skills and Minimum Qualifications: 

• Ability to define problems, collect data, establish facts and draw valid conclusions. 
• Proficient in MS Office, Excel, and MS Word as well as all other township essential 

computer programs. 
• Must be able to communicate with residents and property owners verbally and through 

written correspondence. 
• Ability to manage stressful situations and effectively deal with difficult or angry 

individuals. 
• May have to contend with unleashed pets. 
• Performs work of a repetitive nature and varied workload pace. 
• Must have a valid driver’s license. 

 

Working Conditions and 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 
accommodation may be made to enable individuals with disabilities to perform the 
essential functions. 

• Standard vision and hearing requirements are necessary to perceive information at 
normal visual and spoken word levels. 

• While performing the duties of this job, the employee is regularly required to use hands 
and fingers to handle, feel or operate objects, tools or controls and reach with hands 
and arms. The employee frequently is required to stand and talk or hear. The employee 
is regularly required to walk, sit, climb or balance, stoop, kneel, crouch or crawl, and 
smell. 

• The employee must regularly lift and/or move up to 25 pounds and occasionally lift 
and/or move up to 35 pounds. 

• While performing the duties of this job, the employee frequently works in outside 
weather conditions. The employee may be exposed to wet and slippery surfaces, 
humid conditions, extreme heat and cold. 

• An employee in this position must have the strength, stamina, manual dexterity, and 
physical coordination to access various outdoor work sites, perform duties and 
maneuver over and around rough terrain at building sites under construction. 

• Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions. 
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The above statements are intended to describe the general nature and level of work being performed by 
people assigned to this classification. They are not to be limited to or intended to be an exhaustive list of all 
job duties to be performed by those within this classification. 
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Job Title:  Planning & Zoning Executive Assistant 

Supervised by:  Oxford Township Building Official/Zoning Administrator 

General Summary: 

This position oversees and manages the activities of the planning commission and zoning 
board of appeals under the minimal direction of the building official/zoning administrator. 
The executive assistant performs specialized functions within the department which 
require judgment and initiative based on considerable knowledge of not only the Oxford 
Township Zoning Ordinance, operations, policies and procedures, but also state and 
federal laws and regulations applicable to the Michigan Planning Enabling Act and 
Michigan Zoning Enabling Act. 

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

1. Collaborates with consultant planners, engineer, and attorney with the 
residential and commercial development process in the township. 

2. Arranges the intake of applications for the planning commission including site 
plan applications, rezoning requests, land division/combination/lot line 
adjustment applications, special land use applications, zoning ordinance text 
amendments, private road applications and preapplication meetings. 

3. Arranges the intake of zoning variances request for the zoning board of appeals. 
4. Process applications, send to consultants for review. Establishes a calendar of 

events required in process, advises consultants and applicants. 
5. Organize and distribute public hearing notices for newspaper publication and 

posting. Prepare mailing lists using Oakland County GIS for distribution to public 
as required by the Michigan Zoning Enabling Act and Michigan Planning Enabling 
Act. 

6. Create meeting agendas, distribute for posting and notify Oxford Cable 
Television and interested parties. 

7. Assemble information and materials for inclusion in zoning board of appeals or 
planning commission meeting packets. Also, coordinate room arrangements for 
meetings. 
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8. Perform follow-up on action items arising from the meetings, including pre-
construction meetings, as well as recording documents at the Oakland County 
Register of Deeds. 

9. Ensure project closeout agreements are in place (i.e., development agreements, 
maintenance and guarantees, etc.), monitor escrow accounts, and request 
deposits when necessary. 

10. Distribute meeting minutes and maintain minute books kept in the clerk’s office. 
11. Work with the zoning administrator and planners to update forms, applications 

and processes. 
12. Participate in the master plan update process. Schedule meetings with the 

planning commission and steering committee. Distribute information from 
planners to facilitate the process. 

13. Provide responses to community members, representatives from various 
professional organizations, and other interested parties regarding planning and 
zoning matters, policies and procedures. Respond to questions from realtors 
and prospective developers and their agents. 

14. Search Oakland County public records to assist ordinance officer, building 
official and residents with information related to property ownership, easements 
and recorded documents. 

15. Update BS&A database and spreadsheets with zoning board of appeals and 
planning commission projects. 

16. Attend planning commission and zoning board of appeals meetings when 
needed. 

17. Run daily journal summary reports for treasurer’s department when building 
official/zoning administrator is out of the office. 

18. Update data in BS&A program. 
19. Provide the building official/zoning administrator with quarterly updates of 

activities for the township board. 
20. Provide backup at the building counter and process permits when necessary. 
21. Attend continuing education courses as appropriate to keep abreast of new 

regulations and procedures. 
 

Education and Qualifications: 

1. Bachelor’s degree from an accredited college or university or substantial college 
level coursework in business, or an equivalent level of training and experience. 

2. Minimum of 3-5 years of experience in municipal planning and zoning, or 
accreditation in municipal planning. 

 
Required Knowledge, Skills and Minimum Qualifications: 

• The ability to maintain discretion concerning confidential planning matters. 
• Knowledge of township government organization and operation. 
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• Considerable knowledge of township policies, procedures, regulations, and laws 
governing municipal planning and zoning. 

• Considerable knowledge of the Oxford Township Zoning Ordinance. 
• Reasonable proficiency in the BS&A software system. 
• Considerable ability to perform detailed work accurately and independently with 

minimal direction and supervision. 
 

Working Conditions and Physical Demands: 

• The work requires some physical exertion such as extended periods of standing, 
recurring stooping, climbing or walking; recurring lifting of moderately heavy items 
weighing less than 25 pounds and may require occasional lifting of objects weighing 
more than 25 pounds. The work may require specific, but common physical 
characteristics and abilities such as mobility and dexterity. 

• The work has standard vision requirements. 
• Vocal communication is required for expressing or exchanging ideas by means of the 

spoken word. 
• Hearing is required to perceive information at normal spoken word levels. 
• Work requires preparing and analyzing written or computer data and observing general 

surroundings and activities. 
• Work has no exposure to environmental conditions. 
• Work is in a moderately noisy office setting. 
• Reasonable accommodations may be made to enable individuals with disabilities to 

perform the essential functions. 
 

 

The above statements are intended to describe the general nature and level of work being performed by 
people assigned to this classification. They are not to be limited to or intended to be an exhaustive list of all 
job duties to be performed by those within this classification. 
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