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Planner I

	Department:
	Community Development	
	Reports To:
	Deputy Director of Community Development
	Division:
	Planning and Engineering	
	FLSA Status:
	Non-Exempt
	Pay Grade/Range:
	5	
	Revision Date:	
	9/30/2016


GENERAL STATEMENT OF JOB

Under the direct supervision of the Deputy Director of Community Development, or other professional planning staff as assigned, the Planner I assists in the activities associated with various aspects of the City’s Planning and Engineering Division such as processing routine land use applications (including presentation to City Council and Planning and Zoning Commission), maintaining and creating maps and other planning related graphical information, informing the public of planning regulations and procedures, providing assistance and participating at community meetings and open houses, conducting research and analysis for a variety of planning activities, and assisting in the delivery of customer service for the Planning and Engineering Division. The Planner I position will primarily conduct activities related to current planning (development review and permitting).

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.  

Provides customer service duties related to answering phone calls or assisting walk-ins with general information related to zoning and development review processing;
Performs as case manager for routine land use cases which includes: consultation with applicant, development review, posting/publishing public notice, coordination with other departments and service providers; provides analysis of application with respect to City regulations, service provider requirements and sound planning practices and principles; ability to make and support appropriate recommendations;
Writes reports summarizing analysis and recommendations and presents to the Planning and Zoning Commission and City Council;
Advises builders, developers, property owners and other departments on City ordinances, requirements, resolutions, and planning and zoning policies; provides technical design assistance when needed;
Reviews, interprets, and analyzes sign permits, fence permits and building permits for compliance with zoning requirements; and reviews sites for verification of development completion according to approved plans;
Assists in the preparation for special reports; conducts background research and/or analysis for short-term, long-term, and special projects as assigned; 
Provides assistance in long range or open space projects, including research and analysis, preparation of graphical exhibits, assistance in preparing for and at public meetings, and other aspects of the project; 
Makes changes to or creates forms, pamphlets, or checklists to assist the public;
Responsible for gathering, developing, and analyzing the data used in the preparation of routine project analysis reports and staff reports involving land use and permits for development plans;
Attends meetings and makes presentations before City Council, Planning and Zoning Commission, CenCON, HOAs and neighborhood meetings, including regular attendance at night meetings (on average, one to four times per month);
Conducts site inspections to determine code and ordinance compliance; informs property owners of any violations and makes recommendations on changes;
Performs related work as required and 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

Knowledge:
Requires sound knowledge of the planning process, including development review and zoning theory and principles.  Basic understanding of civil engineering principles is desired. Requires knowledge of planning law, zoning and subdivision regulations;
Requires knowledge of the principles, practices, and techniques of local government operations; a solid knowledge of the City’s planning and zoning functions and an ability to apply that knowledge;
Requires basic knowledge of City codes and ordinances; Colorado Revised Statutes as they relate to planning; and locations of City neighborhoods and general layout of the City;
Requires solid knowledge of current events of the City including proposed developments, neighborhood issues/concerns, and ongoing and proposed City projects.
Skills:
Requires expert interpersonal, oral, and written skills;
Requires solid negotiation and collaboration skills;
Requires basic knowledge of GIS functions and applications;
Knowledge of graphics programs such as Adobe Photoshop, InDesign, and Google SketchUp desired.

Abilities: 
Requires the ability to effectively interact and communicate with individuals of varying social, cultural, economic, professional, and educational backgrounds including the ability to act with tact, good judgment and discretion; the ability to effectively work with individuals who may be angry or skeptical, argumentative, or disagreeable; the ability to effectively work with individuals under stressful conditions; and the ability to maintain the confidentiality of matters as appropriate;
Requires the ability to conduct problem solving by gathering data and facts, analyzing information, and making recommendations for resolution of problems;
Requires the ability to read and understand written materials including, but not limited to, City codes and ordinances, general planning, and civil engineering procedures and guidelines and other reference materials; and the skill and ability to apply the knowledge and information gained from these materials to effectively perform the essential functions of the position;
Requires the ability to establish and conduct verbal communications through speaking, talking, and hearing; efficiently and effectively deals with constant interruptions and requests for assistance; effectively prioritizes work efforts to separate tasks that are urgent in nature and deal with them immediately and schedule the remaining requests for subsequent resolution while continuing to work on the task at hand;
Requires the ability to explain in layperson’s terms, both verbally and in writing, technical information. Requires knowledge of modern planning principles, practices, statistics and standards; computers, data base, word processing, and GIS programs, principles and practices;
Ability to obtain information and utilize this information to prepare written documents that are clear, concise and grammatically correct;
Ability to use and apply existing and emerging technologies;
Ability to carry planning assignments to completion; analyze and systematically compile technical and statistical information; read and interpret plans, regulations, maps, and written communication; operate personal computer and various software;
Ability to develop and maintain effective working relationships; communicate effectively- orally, written and graphically.

MINIMUM EDUCATION, TRAINING AND EXPERIENCE

Bachelor’s Degree in Planning or related field; and 
One (1) year of progressively responsible local government experience in development review, zoning, and customer service; or
Requires an equivalent combination of education, training, or work experience that produces the knowledge, skills and abilities to perform the essential duties and responsibilities of the position.

REQUIREMENTS TO PERFORM ESSENTIAL JOB FUNCTIONS

Physical Demands
Primarily sedentary physical work requiring the ability to lift a maximum of 30 pounds; occasional lifting, carrying, walking and standing; frequent hand/eye coordination to operate personal computer and office equipment; vision for reading, recording and interpreting information; speech communication and hearing to maintain communication with employees and citizens.
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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 or weekend meetings.  

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

Equipment Used/Required
Frequently uses standard office equipment including personal computers, calculators and copy/fax machines. 

Expectation of All Employees
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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