Planning Assistant
Job Description

 
Range:  	R10.5A-R12.5A					Salary:	$18.39/Hr
Department:	Community Development Department          		Approved by:
Reports to:  	Community Development Director			Date:  		09/05/17
Position:  	Regular, Full-Time

Summary: Provides a wide variety of administrative, planning and technical assistance to the Planner and Community Development Department.  The purpose of this position is to assist to the Community Development Director and Planner, by providing technical planning assistance and other administrative and land management functions as required. The position regularly provides information to the public on land management and planning land use code and is often the first Community Development point of contact for the public. Assists the Planning and Zoning and Historic Preservation Commissions. 

Essential Duties and Responsibilities:
Assists the Planner and Community Development Director with formulation of code and administrative policy and procedures.

Provides information to the public on land use, planning and land management issues.
 
Handles administrative and fiscal questions pertaining to the Community Development Department.

Provides staff support for the Planning and Zoning and Historic Preservation Commissions, and the Emergency Operations Center in the Planning Section.

Assists Planner with community development projects, supplying information and data to planners for applications.	Comment by JWILDE: Added additional duties definition wording	Comment by Tammy Nickell: 

Preparing reports for internal and external publications, recording the progress and outcomes of planning applications.

Ability to initiate and work on land management issues independently and on schedule.

Maintains confidentiality of city files, contract documents, bids, and proposals as appropriate.
Responsible for assisting Planner in the processing of Community Development department permits.
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	       Employee 		Department Head	 Personnel Officer	    City Manager
Assists Planner in maintaining up-to-date City maps, to include zoning, utility infrastructure, road and other data layers.

[bookmark: _Hlk483828589]Assists Planner in maintaining cemetery map to include location of burial sites.

Assists Planner in updating local addresses for lots within Seward City limits.

Coordinates with Executive Liaison to develop Planning and Zoning Commission, Historic Preservation Commission, and City of Seward Council resolutions, ordinances and agenda statements, and provides Department expertise to those commissions, both on an as needed basis.
 
Performs research projects and prepare reports based on the results of this research.  Research is performed as requested by the department head.  Information obtained is assembled in a concise manner for presentation to the Community Development Director within the given timeframe.
 
Other duties as assigned.

Qualification Requirements:
[bookmark: QuickMark]To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience:
Bachelor’s Degree in a related program plus at least one years’ experience with planning, land management, or natural resources management, five years’ experience with planning, land management, or natural resources management or an equivalent combination of education and experience, and demonstrated reading and writing skills. Experience with word processing software, mapping software and demonstrated good communication and customer service skills in person, via telephone and in writing.



Progressive Development:
Each year on the employees’ anniversary date, the employee will be evaluated not only on performance but also on professional development.  The Community Development Director shall determine if the employee has received the required training and experience to advance from a range 10.5 to a 11.5, then from a range 11.5 to 12.5 remaining at the same step.  After the employee reaches a range 12.5, the employee shall remain at that range and receive annual step increases, if earned, in the regular sequence.  If it is determined that the employee has not progressed to the next level, but has shown above satisfactory performance, he/she will be granted the regular merit increase of one step.

To progress to a range 11.5, the employee must have participated in additional education through the American Planning Association, Right of Way classes, or other job-related training and develop a tickler file of city leases and permits, and completed ICS 100, 200, 300,400,700,800.

To progress to a range 12.5, the employee must review and inspect two Citywide reports and compile any necessary reporting. (Community Rating System Status, Municipal Lands Inventory and Management Plan and Seward Comprehensive Plan). Employee must become certified and maintain a Floodplain Manager certification.  Must develop and draft at least four resolutions and agenda statements and must take the lead Planner duties on at least five City Permit applications, as determined by the planner.

Language Skills:
Ability to read, analyze and interpret general business periodicals, professional journals, technical procedures, or governmental regulations.  Ability to write reports, business correspondence, and procedure manuals.  Ability to effectively present information and respond to questions from groups of managers, clients, customers, and the general public.

Mathematical Skills:
Ability to solve practical problems and deal with a variety of variables in situations where only limited standardization exists.  Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.

Reasoning Ability:
Ability to define problems, collects data, establish facts, and draw valid conclusions.  Ability to interpret technical instructions in mathematical or diagram form and deal with several abstract and concrete variables.



Other Skills and Abilities:
Knowledge of office administration, ability to type, utilize a computer for word processing, mapping, graphic design, public presentations, prepare correspondence, and reports and to set-up and maintain office files
 
Knowledge of land management, planning principles, and City of Seward city code, specifically those codes related to land disposals and community development department functions. 
 
Ability to maintain confidentiality of sensitive matters and files handled and maintained in the office.
 
Ability to handle multiple priorities and carry out assignments independently through to completion based on general policy guidance or statement of end result expected.
 
Ability to deal with the public, consultants, contractors, other City Departments, and public and private officials in a pleasant, tactful, and courteous manner.

Physical Demands:
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
 
While performing the duties of this job, the employee is regularly required to sit; use hands to finger, handle or feel objects, tools or controls; and talk or hear.  The employee frequently is required to reach with hands and arms.  The employee is occasionally required to stoop, kneel, crouch, and crawl.
 
The employee must occasionally lift and/or move up to 25 pounds.  Specific vision abilities required by this job include close vision.

Public Relations:
Public relations shall be an integral part of each employee’s job.  Employees shall be courteous, helpful and conduct themselves in a manner which is appropriate for an employee in public service.



Work Environment:
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
 
The noise level in the work environment is usually low.  The job requires the ability to deal with stressful situations; to work well with members of boards and commissions with varying points of view; to assist residents in navigating City Code and regulations.
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