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Community Development Director

	Department:
	Community Development	
	Reports To:
	Assistant City Manager
	Division:
	Community Development	
	FLSA Status:
	Exempt
	Pay Grade/Range:
	17	
	Revision Date:	
	3/4/2016


GENERAL STATEMENT OF JOB

The Director of Community Development provides direction, leadership and general oversight to the Community Development Department. Facilitates the development of strategy and policy in collaboration with the City Manager's Office and other City departments. Ensures that the City's mission, council direction and core values are incorporated into operational activities and services. Represents the City in the community, the region and nationally with regards to policy and operational initiatives. Exercises supervision over all employees of the Community Development Department, either directly or indirectly through supervisors.

Strengths are the unique combination of talents, knowledge, and skills that every person possesses. People use these innate traits and abilities in their daily lives to complete their work, to relate with others, and to achieve their goals. But most people don’t know what their strengths are or have the opportunity to use them to their advantage. At the City of Centennial you will have an opportunity to find out what your strengths are, using StrengthsFinder, and work in a culture of engagement, measured by the Gallup Q12©,  and do what you do best every day.

ESSENTIAL DUTIES
The following statements are illustrative of the essential duties of the job and do not include other nonessential or peripheral duties that may be required. The City of Centennial retains the right to modify or change the essential and additional functions of the job at any time.  

Department administration. The Director is responsible for the operation and management of a diverse workgroup that includes development review planning and engineering; long range planning; parks, trails, open space, and recreation planning; building services; code compliance; and animal control. The Director’s activities include but are not limited to:
Developing, implementing, and oversight of a department work plan; organizing, prioritizing, and assigning work activities, projects, and programs; monitoring workflow; reviewing and evaluating work products, methods and procedures.
Collaborating with other departments and senior management to ensure the department's contribution to the City's overall plans and strategies.
Coordinating the Department's activities with those of other City departments and offices to ensure a consistent approach towards common projects and interests.
Directing ongoing research into new technologies and trends, and recommending implementation of programs and equipment to help the Department achieve its objectives more efficiently.
Presenting departmental issues and recommendations on major issues requiring policy direction to appropriate advisory bodies and to the City Council.
Directing planning and presentation of public involvement programs for neighborhoods, businesses, and other community groups.
Budget administration. The Director has roughly $6 million in budgetary responsibility between the land use fund, open space fund, conservation trust fund, and general fund encompassing a diverse range of programs and services. This incudes but is not limited to:
Participating in the development and administration of the department’s budget; identifying future needs and developing organizational and City Council support for those needs through the budgeting process; and monitoring and approving expenditures.  
Staff management. The Director of the Community Development Department is supported by a staff of nine (9) employees with varying degrees of experience. The Director will maximize the strengths of this team while developing them individually and collectively to continue to perform at a high level. This incudes but is not limited to:
Recruiting and retaining qualified staff at all departmental levels, consistent with applicable laws and regulations.
Allocating, directing, motivating and evaluating departmental staff to help: (1) achieve their individual goals; (2) collectively achieve the department's mission; and (3) lead to employees' growth and accountability for their actions.
Contract management. The Director is responsible for the oversight of three service contracts: animal control; building services; and code compliance. This incudes but is not limited to:
Managing current and effectively negotiating new service contracts within the Department, including contracts for building services, code compliance, and animal control. 
Project leadership. The Director is responsible for critical leadership and support, including support to City Council, senior management, and the community, for all projects initiated by the Department. This includes but is not limited to:
Directing the update, implementation, and continued maintenance of the comprehensive plan. The City is initiating a rewrite of its comprehensive plan in 2016. This project is being managed by a principal planner with support from a senior planner and will require supplementary contracted resources. 
Overseeing the update to the City’s 2007 Parks, Trails, Open Space, and Recreation Master Plan. This project is being managed by a principal planner and will require supplementary contracted resources. 
Supporting strategic annexations. 
Other duties as assigned.

The duties listed above are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment connected to the position.

KNOWLEDGE, SKILLS AND ABILITIES

Thorough knowledge, experience and familiarity with federally funded programs.
Thorough knowledge of all federal, state and local regulatory requirements applicable to Housing and Community Development.
Thorough knowledge of the funding process in a local government environment as related to budgeting, cost accounting, financial planning and management.
Skill in effective, clear and persuasive oral and written communications to individuals and groups.
Ability to negotiate and administer contracts with outside vendors and service providers.
Ability to provide leadership, counsel, motivation and constructive performance reviews to department staff at all levels, securing their respective commitments to the department's goals.
Skill in resolving conflicts and gaining cooperation among competing interest groups.
Skill in identifying, implementing, and refining the department's organizational structure to generate desired results as efficiently as possible.
Ability to identify the department's future direction in response to changing community needs, and to develop, implement, and monitor appropriate plans, schedules, and action steps.
Ability to develop and maintain productive relationships with elected officials, business leaders, advisory boards, the news media, and the general public.
Understanding the City's political environment and sensitivities; ability to function effectively within that environment.

MINIMUM EDUCATION, TRAINING AND EXPERIENCE

Graduation from an accredited college or university with a master's degree in public administration, urban planning or related field. Ten or more years of progressively responsible related experience in a managerial or leadership capacity within public land use and comprehensive planning capacity. Or any equivalent combination of education, experience, and training that provides the required knowledge, skills, and abilities. American Institute of Certified Planners (AICP) designation preferred.

REQUIREMENTS TO PERFORM ESSENTIAL JOB FUNCTIONS

Must be able to perform the essential functions of this job, with or without accommodation. 

Physical Demands
The person in this position must be able to remain in a stationary position 50% of the time; needs to occasionally move about inside the office to access file cabinets, office machinery, etc. Occasionally moves office equipment weighing up to 30 pounds. The person in this position frequently communicates with Council members, staff, vendors, and residents; must be able to exchange accurate information in these situations. Must be able to identify Council members, staff, vendors, and residents, as applicable. Must be able to observe, assess, record, and interpret information. 

Work Environment
Work is performed primarily in an office setting with in-person and telephone contacts and may involve frequent interruptions. Work may require attendance at evening and/or weekend meetings.  

Equipment Used/Required
Frequently operates a computer and other office productivity machinery, such as a calculator, copy/fax machine, and computer printer.

EXPECTATION OF ALL EMPLOYEES
[bookmark: _GoBack]Support the City’s mission and values. 

Mission – The City of Centennial is dedicated to providing a high quality of life, delivering superior customer service and achieving the highest professional standards. We strive to uphold our Mission by adhering to our organizational values.  

Values – How We Govern 
Efficient, Effective, Responsive, Accountable, and Innovative 

Values – How We Treat Each Other 
Respect, Integrity, Partnership, Trust, and Personal & Professional Development 



The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change.


The City of Centennial is an Equal Opportunity Employer
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