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Job Title:	Planning Director
Department:	Planning 
Reports to:	City Manager
Salary Range:	$60,000 – $80,000
FLSA Status:	Exempt
Union Position:  	No
Effective Date:  	Dec. 5, 2016

DEFINITION
The Planning Director is responsible for directing the development and use of land within the city and urban growth boundary.  The Planning Director plans, directs and oversees the land use and transportation planning, housing element, and economic development programs for the City, with accountability for results in terms of urban form and community livability, costs, personnel and methods.  This position performs professional planning and design work, communicates with public in matters related to departmental activities and responsibilities, and supervises department personnel in the performance of their duties.
ESSENTIAL DUTIES AND RESPONSIBILITIES
The duties are not all-inclusive and may include other responsibilities as assigned or required.
1. Oversees the city’s long range and current planning. Administers the Comprehensive Plan and development codes; initiates long range planning proposal.  Track statistics and metrics needed to evaluate the progress of the program.  Provides weekly reports on department activities to City Manager.
2. Evaluates, develops and implements programs, policies and procedures to improve the   effectiveness and efficiency of the department.   Establishes departmental goals and objectives.  Plans and develops departmental programs and services based on analysis of legal, social, economic, environmental and political factors, workload, and staffing levels to provide appropriate and effective planning and economic development to the community.
3. Administers land use codes including zoning, land division, transportation, annexation, manufactured housing, and planned development overlay codes.  Receives, reviews and processes requests for annexation, land division, rezone, and plan amendments.  Conducts necessary studies and analyses, and prepares related reports.  Develops, recommends, and communicates information to the Planning Commission and City Council.
4. Assigns, supervises and evaluates work of Department personnel.  Interviews applicants, and provides sound recommendations on hiring and staffing levels.  Ensures provision of adequate training within department.
5. Reviews design of subdivisions, multi-family residential, commercial, and industrial development proposals and critique against municipal and state codes and professional design concepts.
6. Provides assistance to owners and developers of development projects.   Assists general public by resolving complaints regarding department activities, answering their land use questions and advising them on courses of action via telephone, correspondence, and in person.  Attends various community groups, professional and civic organization meetings to communicate city direction, planning programs, and policies.
7. Performs pre-application reviews which include assisting people with the completion of applications in areas including site review, subdivisions, conditional uses, variances, minor land partitions, lot line adjustments and land rezoning. Conducts field inspections of development sites.
8. Processes land use applications including preparation of staff reports with recommendations/findings and conditions of approval, in compliance with City and Oregon state land use planning requirements.  
9. Develops robust and effective communication and professional relationships with city staff, businesses, property owners, business organization, community members, government agencies and others. 
10. Works collaboratively with other city departments and regional partners to ensure coordinated and integrated projects.  Coordinates with representatives of other organizations and agencies, assists existing/ prospective businesses in their efforts to expand/locate in City, including activities such as site location, facilities, financing alternatives, and providing information and assistance in obtaining necessary permits, licenses, zoning, and other needs.
11. Identifies potential grants to further city’s goals and strategies related to land use issues.  Prepares and administers grant applications and requests for proposals.
12. Attends City Council and various other meetings, providing input and receiving direction or other information.  Prepares findings, resolutions, ordinances and reports for information or 	action by City Council or Planning Commission.
13. Promotes the safety of city staff and the general public.  Follows all safety rules and procedures established for work areas.
14. Manages and performs other projects, functions, and duties as assigned by the City Manager.
HIGHLY DESIRABLE QUALIFICATIONS
1. Experience with Oregon Land Use Law.
2. Certification as a FEMA Floodplain Manager.
ESSENTIAL JOB FUNCTIONS
1.	Ability to work independently.
2.	Ability to read and interpret planning, zoning documents.
3.	Ability to maintain good organizational skills.
4.	Ability to perform multiple tasks with continuity on a consistent basis and in a timely manner.
5.	Ability to use computer and commonly used software.
6.	Ability to read and comprehend State and local land use laws.
7.  	Ability to convey information in a concise manner, both orally and written.
8.	Ability to establish and maintain effective relationships with subordinates as well as other departments within the City.
9.	Ability to work effectively with diverse communities.
JOB QUALIFICATIONS
1. Requires Bachelor’s degree from an accredited college or university with major course work in planning or related field.   Preferably five years planning experience including experience in supervisory capacity, or any satisfactory combination of experience and training which demonstrates the knowledge and skills and ability to perform the essential job duties.  
2.	Member of the American Institute of Certified Planners (AICP).
3. 	Knowledgeable in Microsoft Word, Excel, Arc View software programs.
4.	Obtains within one month of hire and maintains a valid Oregon driver’s license.
WORKING CONDITIONS
Usual office working conditions with occasional site inspections.  The noise level in the work environment is typical of most office environments.  
PHYSICAL DEMANDS OF POSITION
While performing the duties of this position, the employee is frequently required to sit, stand, communicate, reach and manipulate objects, tools or controls.  The position requires mobility.  Duties involve moving materials weighing up to 10 pounds on any regular basis such as files, books, office equipment, etc. and infrequently weighing up to 25 pounds.  Manual dexterity and coordination are required less than 50% of the work period while operating equipment such as computer keyboard, calculator, motorized vehicle, etc.
TO APPLY
To apply, please submit a cover letter and resume to Jamie McLeod, City Manager, via email at Jamie.McLeod@PhoenixOregon.gov or via mail at Phoenix City Hall, P.O. Box 330, Phoenix, Oregon 97535.  Applications accepted until January 18, 2017 COB.  
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