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Senior Planner
(Planning/Engineering and Long Range Planning)

	Department:
	Community Development	
	Reports To:
	Deputy Director Community Development
	Division:
	Land Use	
	FLSA Status:
	Exempt
	Pay Grade/Range:
	13.m	
	Revision Date:	
	11/1/2016


GENERAL STATEMENT OF JOB

Under direct supervision of the Deputy Director of Community Development and under the general supervision of the Community Development Director, the Senior Planner position is responsible for processing current planning applications and for participating, managing and implementing long-range planning and special/open space projects. Such work may include, but is not limited to, the processing of annexations, rezoning, subdivisions, site development plans, conditional uses, revisions to the Land Development Code and Municipal Code, creation of long-range and sub-area plans, grant preparation and project management of open space and special projects.  This position is responsible for specialized planning services, research and report preparation and for providing the public with zoning information.

Successful candidates will have well rounded planning knowledge, a demonstrated bias for action, be self-motivated, and have excellent and creative communication skills, experience in project management, and a record of partnering with other city departments and governmental agencies on project implementation.

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.  

Coordinates the development review process for assigned cases; participates in development review related meetings and sets agendas; and works on assigned planning cases.
Manages and implements complex and sensitive long range planning projects, research and analysis.
Manages and implements parks, open space, trails and recreation projects. 
Plans, organizes and directs the activities of the personnel engaged in long-range planning activities, including direct supervision of the Planner II (Long-Range) position, including:
Development; Employee engagement; and Performance management;
Represents the City at public meetings and with other public and private groups;
Prepares, organizes and runs public meetings related to current and long-range planning activities.
Monitors and contributes to writing planning and zoning regulations, ordinances, subdivisions regulations, and other City codes; identifies needed changes and updates; researches changes needed to such regulations by reviewing information to ensure that City regulations provide the needed guidelines for the City’s development and subdivision goals; prepares changes to regulations and circulates to affected staff members and attorneys for comment; and ensures accuracy of materials as required.
Researches and writes technical reports on special projects as assigned coordinating comments and reviews; ensures appropriate review of reports and prepares staff reports pertaining to the development review process; and presents reports to Planning and Zoning Commission, Open Space Advisory Board and City Council as required.
Coordinates with City Attorney’s office in preparation of proposed City ordinances; ensures the appropriate review of City ordinances with affected staff; ensures that publication deadlines and appropriate public hearing requirements are met for adoption of ordinances and resolutions.
Conducts research and prepares elements of the City’s Comprehensive Plan and Parks, Open Space, Trails and Recreation Plan; collects and analyzes needed data on all phases of planning; and prepares and presents plan element updates to the Planning Commission, Open Space Advisory Board and City Council as required.
Plans and arranges work schedule and establishes work priorities to accomplish scheduled, assigned work within the parameters assigned by the Deputy Director of Community Development.
Delivers work products and services to customers within full-time work schedule.
Attends meetings and makes presentations before City Council, Planning and Zoning Commission, Open Space Advisory Board, CenCON, HOAs and neighborhood meetings;
Acts as the primary staff liaison to the Open Space Advisory Board and coordinates with Community Development staff to review staff reports, prepare agendas, develop the budget, interview potential candidates and give general direction to the board members.
Prepares in coordination with the deputy director and department director the Open Space and Conservation Trust Fund budgets.
Prepares, manages, applies and processes grant applications to various agencies for open space, parks, trails, recreation and other planning related subjects as required by the Community Development Department.
Performs other assignments and projects as required.

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

Requires solid knowledge of the planning process including development review and urban design and comprehensive planning theory and principles.  Requires basic understanding of civil engineering principles. Requires expert knowledge of planning law, zoning and subdivision regulations.
Requires a solid knowledge of the principles, practices, and techniques of local government operations; a solid knowledge of the functions of the City’s Community Development department and an ability to apply that knowledge.
Requires solid 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.
Requires solid interpersonal, oral, and written skills, 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 ability to explain in layman’s terms, both verbally and in writing, technical information. 
Requires knowledge of modern planning principles, practices, statistics and standards; computer, data base, word processing, and Geo Base programs, drafting principles, practices and equipment.  
Ability to obtain information and utilize this information to prepare written documents that are clear, concise, courteous, and within accepted grammatical standards.
Ability to use and apply technology. 
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; develop and maintain effective working relationships; communicate effectively, orally, written and graphically.
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;  

OTHER COMPETENCIES

[bookmark: _GoBack]Supervisory:
· Is open and approachable to direct reports
· Adept at delegating managing, and measuring work
· Develops, motivates, and timely evaluates staff
· Consistently provides positive reinforcement and recognition
· Is seen by others as a role model
· Respected by peers and team
· Tackles tough people calls

Leadership:
· Demonstrates awareness of the City's political landscape
· Applies organizational courage
· Practices conflict management
· Organizational agility (understands how the organization works, its culture, and practice)

MINIMUM EDUCATION, TRAINING AND EXPERIENCE

Bachelor’s Degree in Planning and Public Administration or related field; and 
Four years of progressively responsible local government experience in land use, urban planning, and comprehensive planning; 
Prefer a Master’s Degree in Planning and Public Administration or a related field.
Prefer AICP certification.
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 and General Information
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.

On rare occasions, the employee will be exposed to outside weather conditions, which include wet and humid conditions, hot and/or cold conditions and airborne particles. The employee may on occasion, work near moving mechanical parts; in high, precarious places; exposed to fumes or airborne particles, toxic or caustic chemicals, extreme cold, extreme heat and vibration.

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
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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