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SUMMARY:   
 
The City Planner’s responsibilities entail the scheduling and supervision of the Planning 
Division personnel.  Prepares and implements the City Comprehensive Plan in order to 
ensure the orderly growth and development of the City.  Coordinates all day to day short 
and long term planning activities in conformance with City policy.  Coordinates and 
directs all activities of the City Planning Commission, Heritage Preservation 
Commission, and Environmental Quality Board.  Provides guidance to the City Council 
in developing policies and codes relative to planning and community growth issues.  
Work is performed with a considerable amount of self-initiation, independence, and 
judgment under the general direction of the Director of Economic Development. 
 
ESSENTIAL FUNCTIONS OF THE JOB: 
 
• Prepare and monitor budget of Planning Division 
• Serves as the City’s Wetland Coordinator.  In this capacity, the City Planner 

reports directly to the City Manager. 
• Prepare/submit grant proposals 
• Develop/maintain development ordinances 
• Direct Activities and Administer Comprehensive Plan 
• Serves as City liaison to public interest groups 
• Develop/coordinate the scheduling, work plans and permanent records of 

Planning Commission, Heritage Commission, Environmental Quality Board, and 
other boards as assigned 

• Prepare reports necessary to implementation of general city goals and objectives 
• Work with other governmental units/general citizenry 
• Make oral/written presentations 
• Enforce city codes and ordinances 
• All other job related duties as assigned 
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SUPERVISORY RESPONSIBILITIES 
 
Directly supervises the Assistant City Planner, Graphics/Complaint Coordinator and the 
secretarial positions for the Community Development Department.  Carries out 
supervisory responsibilities in accordance with the organization’s policies and applicable 
laws. Responsibilities include assigning, directing and rewarding work; discipline for just 
cause (oral and written reprimand); and evaluates performance.  May effectively 
recommend transfers; promotions; adjust grievances; discipline for just cause (oral and 
written reprimand); and evaluates performance. 
 
QUALIFICATION REQUIREMENTS: 
 
To perform this job successfully, an individual must be able to perform each essential 
duty satisfactorily.  The requirements listed below are representative of the knowledge, 
skill, and/or ability required.  Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 
EDUCATION AND EXPERIENCE: 
 
• Bachelors Degree with a major in planning, landscape architecture, or a related 

field is required 
• Three years of professional level experience in community/regional planning is 

required 
• A Masters Degree in Community/Regional Planning or a related field may be 

considered in lieu of one year required experience 
• Knowledge of environmental planning issues 
• At least 2 years of supervisory experience 
• A.I.C.P. membership is desired 
 
LANGUAGE SKILLS: 
 
• Ability to prepare reports and correspondence 
• Ability to read and interpret documents and procedural manuals 
• Ability to make clear oral and written presentations to Boards/Commissions/City 

Council 
• Ability to effectively communicate and deal with general public and public officials 
• Knowledge of State/Federal Laws 
 
MATHEMATICAL SKILLS: 
 
• Ability to utilize general arithmetic and geometrical functions 
• Ability to compute ratios and percentages  
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OTHER SKILLS AND ABILITIES: 
 
• General knowledge of computer operations 
• Knowledge of principles/practice of community planning, city government, 

economic and community development 
• Ability to manage personnel 
• Ability to manage a multiple activity work schedule  
• Ability to collect, analyze and interpret data 
• Knowledge of statistical and research methods 
• Ability to read/analyze maps 
 
CERTIFICATES, LICENSES, REGISTRATIONS: 
 
• A valid Drivers License 
• A.I.C.P. membership is desired 
 
MINIMUM QUALIFICATIONS: 
 
• A valid Drivers License 
• Bachelors Degree with a major in planning, landscape architecture, or a related 

field is required 
• Three years of professional level experience in community/regional planning is 

required 
• At least 2 years of supervisory experience 
• Ability to make clear oral and written presentations to Boards/Commissions/City 

Council 
• Knowledge of State/Federal Laws 
• Ability to manage a multiple activity work schedule 
 
PHYSICAL DEMANDS: 
 
The physical demands described here are representative of those that must be met by 
an employee to successfully perform the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
While performing the duties of this job, the employee occasionally stands, walks, sits, 
talks or hears, uses hands to finger, handle, or feel, climbs or balances and reaches 
with hands and arms. 
 
This employee must occasionally lift up to 10 pounds.  Specific vision abilities required 
by this job include close vision, color vision, and depth perception. 
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WORK ENVIRONMENT: 
 
The work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
While performing the duties of this job, the employee occasionally endures outdoor 
weather conditions. 
 
The noise level in the work environment is usually quiet. 
 


