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City Planner
Department: 

Administrative


Classification:

Part-time 

FLSA Designation: 
Non-exempt

Salary Range:
commensurate with experience

________________________________________________________________________
Reporting Relationships

Position Reports to:  
City Recorder
Positions Supervised: 
None

Coordinates with:
Mayor



City Council




Planning Commission




Appeal Authority



Public Works and Engineering

________________________________________________________________________Distinguishing Features of the Position
The City Planner serves at the pleasure of the City Recorder under the general supervision of the Mayor.  This position provides support to the City Recorder, Planning Commission, Mayor and City Council, Land Use Appeal Board and other city departments.  Performs complex professional land use planning work in the activities of the current and/or long-range planning functions within City. 
________________________________________________________________________
Functions & Duties
As City Planner, this position will be responsible to:  

· Perform professional land use planning work.
· Draft land use code and General Plan amendments.
· Oversee the processing of development applications and review for compliance with zoning requirements.
· Assist the public, developers, design professionals, employees and other governmental agencies with inquires and requests for information regarding land use, long-range planning, state administrative regulations, code standards, zoning issues, practices, design issues, and/or related planning issues.
· Organizes and manages long-range planning projects and makes recommendations regarding policy.
· Prepare, review and deliver staff reports, recommendations, material or plans to be included in Planning Commission, Land Use Appeal Board, Technical Review Committee (TRC) meetings and City Council packets.
· Make formal presentations at public meetings to the City Council, Planning Commission and general public and/or interested parties.

· Provide complex research and administrative support to upper management; and assisting with developing policies and procedures.

· Maintain a minimum of eight (8) regular office hours weekly at City Office and not to exceed twenty (20) hours. Hours do not include City Council or Planning Commission meetings. 
· Attend and conduct Technical Review Committee (TRC) meetings.

· Act as land use and planning staff consultant  
· Follows General Plan guidelines and files all reports which are dictated by law.

· Coordinate information to other departments and/or other governmental agencies as needed
· Draft forms as needed.
· Attend City meetings as required.

· Maintain land use records.
· Send written notification of decisions of Planning Commission and/or Land Use Appeal Board decisions concerning conditional use or zoning changes requests.
· Attend training related to position.

· Assist other departments as needed.
· Assist in preparing the budget as needed.

· Perform computer application, typing, word processing, spreadsheets, printing, faxing, scanning, mailing, website and social media
· Maintain strict confidentiality for all proceedings.

· Other duties as assigned.

________________________________________________________________________
Qualifications

Education / Certification:

· Graduation from a college or university with Bachelor’s Degree in Urban Planning or a closely related field.  A Master’s Degree will be preferred.
· American Institute of Certified Planners (AICP) certification preferred. 

· If the AICP certification is not currently held, it is expected that the Planner will work aggressively to obtain this certification within a reasonable time.

Required Knowledge:

· Interpretation and application of applying state, county, and local codes, ordinances, and regulations.

· Use of addition, subtraction, multiplication and division of numbers including decimals and fractions.

· Simple use of formulas, charts, tables, drawing, specifications, schedules, wiring diagrams, use of adjustable measuring instruments, checking of reports, forms, records and comparable data where interpretation is required.

· Knowledge of reading subdivision plans

· Intermediate knowledge of basic computer and technical skills.

· Knowledge of public meeting laws of the State of Utah.

· Knowledge of basic parliamentary procedures.
· Knowledge of City’s codes, policies, and procedures.

· Knowledge of the Utah’s records retention laws

Experience Required:

· A minimum of five (5) years of professional planning experience.

Skills / Abilities:

· Skill in computer literacy and experience in operating Microsoft Office, word processing and spreadsheets

· Skill in reading and interpreting subdivision and development plans

· Skill in drafting reports, resolutions, ordinances, letters and other documents.
· Skill in communicating effectively, both orally and in writing.

· Skill in working effectively and comfortably with other people.

· Skill in preparing and processing records for long term storage. 
· Must be able to pass a pre-employment drug screening test.
· Skill in cataloging and filing public records in accordance with state statutes.

· Requires independent decision making/interpretation within duties of daily operations within a functional area.

________________________________________________________________________
Working Conditions:

· Working conditions may vary.

· Work is typically performed in an air-conditioned office.

· No significantly hazardous conditions exist.
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