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Planning Technician

	Department:
	Community Development	
	Reports To:
	Community Development Director
	Division:
	Land Use	
	FLSA Status:
	Non-Exempt
	Pay Grade/Range:
	4	
	Revision Date:	
	10/9/2014


GENERAL STATEMENT OF JOB

Under direct supervision of the Community Development Director, or other professional planning staff as assigned, the Planning Technician receives and processes various applications for planning approval and permits generally considered more routine and administrative in nature. The Planning Technician is also responsible for assisting the professional staff by conducting inspections in the field, responding to public inquiries through the zoning hotline and over-the-counter, performing research, and completing other administrative planning work, technical tasks, and assignments.  

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;
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;
Conducts site inspections to determine code and ordinance compliance; informs property owners of any violations and makes recommendations on changes;
Receives and processes applications for less complex, more routine applications; 
Assists with research on an as needed basis, including 1) property research, such as zoning history, land use, and property ownership; 2) field research, such as site investigations prior to a pre-submittal application or public hearing; and 3) engineering research on developer contributions and probationary and final acceptance of public improvements;
Assists the Engineer with site inspections; 
Prepares written reports and correspondence, maintains a variety of records and files, and oversees the maintenance and updating of various city databases;
Assists in preparation of reports to the Planning and Zoning Commission and City Council from time to time;
From time to time performs a variety of routine clerical work including, filing, copying, and checking and recording information on various records, taking notes, preparing minutes;
Performs customer service duties as needed; and
Performs 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

The rudimentary principles of public administration, record keeping and filing systems, and government practices and requirements.
Land use planning and zoning concepts.
Word processing and spreadsheet applications.
English language usage, spelling, grammar and punctuation.
Communicate clearly and concisely, both orally and in writing.
Operate a computer and other office equipment and machinery.
Utilize various computer software programs.
Gather, prepare and maintain data pertaining to development projects and Division functions.
Understand and carry out oral and written directions.
Ability to be punctual during regular working hours; 8:00am – 5:00pm MST.
Ability to establish and maintain effective working relationships with supervisor, coworkers, contracted staff and others. 
Ability to exercise consistent tact and courtesy in frequent public contact. 
Ability to organize and review work for efficient results and accuracy. 

MINIMUM EDUCATION, TRAINING AND EXPERIENCE

Bachelor’s Degree in Planning, Public Administration or related field; and 
Six (6) months of experience in planning, administration, public administration, or a related field, preferably in local government, that involved engaging the public and which provided the necessary skills and experience to perform the responsibilities of the position; 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

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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