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Deputy Director Community Development

	Department:
	Community Development	
	Reports To:
	Community Development Director
	Division:
	Community Development	
	FLSA Status:
	Exempt
	Pay Grade/Range:
	15	
	Revision Date:	
	9/10/2012


GENERAL STATEMENT OF JOB

This is highly responsible administrative and professional work in planning, organizing and directing the activities of the Community Development department.  Position acts as technical advisor to the Planning Commission, the Director of Community Development and other municipal officials on matters relating to community development.  Supervision is exercised over a professional staff upon which to premise planning recommendations.  This position reports to the Director of Community Development.  Assignments are received verbally and in writing.  Incumbents are expected to exercise independent judgment in planning work details, creating assignments for staff and in making technical determinations.  

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.  

Plans, organizes and directs the activities of the Community Development department personnel engaged in the compilation, analysis, and interpretation of data affecting community planning; determines work assignments and provides for scheduling, completion dates and follow-up of staff activities.  
Prepares and administers the comprehensive plan within the policies of the City Council, City Manager and Planning Commission, supervises the development of comprehensive plan elements including land use, circulation and public facilities plans, directs development of plan implementation legislations such as zoning ordinance amendments, sign ordinances, subdivision regulations, growth management ordinance, and other ordinances.  
Serves as technical advisor to the Planning Commission, Director of Community Development, City Council and department directors on planning and zoning matters.  
Represents the City at public meetings and at conferences with other public and private groups, participating and negotiating as authorized in the solution of community planning problems.  
Gives advice to and cooperates with municipal officials in connection with new or contemplated capital improvements.  
Prepares comprehensive reports based upon careful research and study of planning concerns.  
Meets with developers, consultants, architects, citizens and other community and regional officials to coordinate submitted development plans.  
Visits sites relative to development plans, prepares recommendations after coordination with other City staff; presents recommendations to the Director of Community Development, City Manager, City Council and Planning Commission. 

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

Extensive knowledge of the principles and practices of City planning as they pertain to the design and development of urban areas, planning research, zoning and community conservation and renewal activities.  
Thorough knowledge of the principles of research and of sources and uses of socio-economic and related information.  
Knowledge of economics, municipal finance and sociology as applied to municipal planning.  
Ability to plan, organize, coordinate and direct the activities and personnel in the Community Development department.  
Ability to effectively plan and supervise the conduct of complex planning studies and to formulate substantive recommendations for the development of comprehensive and subsidiary plans.  
Ability to interpret objectives and policies to community groups, public officials and the public.  
Ability to supervise and perform technical research on economic and sociological problems, to analyze and systematically compile technical and statistical information and to prepare technical reports.  
Ability to express ideas clearly and concisely, orally and in writing.  
Ability to establish and maintain effective working relationships with associates, consultants, contractors, developers, City employees and the general public.  
Ability to analyze professional and administrative problems and make sound recommendations to address these concerns.

MINIMUM EDUCATION, TRAINING AND EXPERIENCE

Requires a Bachelor’s degree with major course work in city/urban planning or related field.  Master’s degree preferred.  Requires a minimum of 7 years of experience in long range planning, current planning, annexations, zoning, site planning, subdivision planning, capital improvement programs, and preferably some experience in the areas of growth management and urban renewal/redevelopment.  Requires extensive supervisory and administrative experience in municipal government, preferably at a division director level.  AICP certification 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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