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Job Description


ASSOCIATE PLANNER
													
DEPARTMENT/DIVISION:	Community Development/Planning
GRADE: 7
GROUP: AFSCME 
FLSA STATUS: Non-Exempt				EFFECTIVE DATE: July1, 2013
													


SUMMARY							

This position functions as an integral member of the City’s development review and long-range planning programs which includes other staff members from the Public Works, Airport, Administration and County Planning and Building Departments by performing or assisting with the following:

EXAMPLES OF DUTIES					

Duties may include but are not limited to the following:

Assist with development and maintenance of the Community Development Department’s computer aided drafting (CAD) and Geographic Information System (GIS).

Assist other divisions, Departments and agencies with mapping needs related to City boundaries, wards, zoning, etc. 

Conducts studies, as directed, computes data, accepts public input and prepares reports relating to land use and development and other permit processes which are the responsibility of the Department.

As directed, is involved in the coordination of the development review process, by reviewing development proposals for compliance with City codes and the Comprehensive Plan; meets with developers, the public, City departments, and other jurisdictions; integrates departmental review and comments.

As directed, attends public hearings; makes site inspections for pre-application conferences, development plan review, post development site design, landscape compliance, and citizen complaints.

Assists the Community Development Director and Planning Manager in the development and update of the Comprehensive Plan and Community Development Ordinance.

Reviews routine development permits; checks for compliance with land use standards, conditions of approval, site design, and correct address.

SUPERVISORY RESPONSIBILITIES			

This is a non-supervisory position.

QUALIFICATION REQUIREMENTS			

Education and/or experience:  
Bachelor’s Degree (B.S.) in Planning or related field from a four year college or university and one year full-time professional or paraprofessional experience in Planning, or a related field. 

Desired:
Master’s Degree in Urban Planning or related filed. 

[bookmark: _GoBack]KNOWLEDGE, SKILLS and ABILITIES			

The requirements listed below are representative of the knowledge, skill and/or ability required.

Knowledge of: 
Urban land use planning principles, techniques and the socioeconomic and legal implications of planning; graphic and statistical presentations; ability to make presentations on complex matters; various research techniques.

Skill in:  
Using a variety of computer software programs, including AutoCad, ArcView, GIS, word processing, spreadsheets, and data bases; creating graphic and statistical presentations; evaluating various forms of research data; dealing with the public tactfully and courteously; speaking effectively and establishing and maintaining effective working relationships with public agencies, decision makers, developers, citizen groups, and special interest groups.

Ability to:  
Read and interpret documents such as zoning/land use maps, Community Development ordinances, and Comprehensive Plan; write routine reports and correspondence; calculate figures and amounts such as proportions, percentages, area and circumference; apply concepts of basic algebra and geometry; solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists; interpret a variety of instructions furnished in written, oral, diagram, or schedule form; learn local planning ordinances and state statutes governing the planning, public hearing, and environmental decision making process; work flexible hours on short notice.

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 qualified individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit, stand, and walk; use hands to finger, handle, or feel objects, tools, or controls; reach with hands and arms; and talk or hear. The employee is occasionally required to stoop, kneel, or crouch.

The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision and depth perception.

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 qualified individuals with disabilities to perform the essential functions.

The duties of this position are performed in a well lighted, temperature controlled office environment.  The employee occasionally works in outside weather conditions.

The noise level in the work environment is usually quiet to moderate.
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