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Employment Opportunity

425 Tenth Street, Douglas, AZ  85607

(520) 417-7326 Fax (520) 417-7155

AN AFFIRMATIVE ACTION AND EQUAL OPPORTUNITY EMPLOYER

THE CITY OF DOUGLAS DOES NOT DISCRIMINATE ON THE BASIS OF RACE, COLOR, NATIONAL ORIGIN, SEX, RELIGION, AGE, VETERAN STATUS, GENETICS OR DISABILITY IN EMPLOYMENT OR THE PROVISION OF SERVICES.

ANNOUNCEMENT #:

11-24
ISSUE DATE:


March 12, 2024
CLOSING DATE:

Open Until Filled




**First Review Date April 5, 2024**
TITLE:



City Planner
SALARY:


26/$50,747.84 - $74,979.84
JOB SUMMARY:  Performs professional and technical planning work involving the administration, research, analysis, and presentation of information on current and long-range urban planning and economic development issues; performs related work as required. The primary function of an employee in this class is to perform technical planning work involving the research, review, analysis and coordination of rezone, annexation, and related development requests. This employee presents findings and recommendations to staff, planning & zoning commission, city council, and the public. An employee in this class may be assigned to related duties in the Economic & Community Development Department. The principal duties of this class are performed in a public office building environment and public settings working with citizens and stakeholders.

MINIMUM QUALIFICATIONS:  Bachelor’s degree in urban planning, public administration, or a related field is required; and One (1) year experience in planning or a related field; or any equivalent combination of experience and training which provides the knowledge and abilities necessary to perform the work.  Valid Arizona Driver's License.

SPECIAL REQUIREMENTS:  Residency within sixty miles of the corporate limits of the City of Douglas, within the United States, required within a reasonable time after hire date. 

HOW TO APPLY:  Submit a City of Douglas application form to:  City of Douglas Human Resources Department, 425 10th Street, Douglas, AZ, 85607; fax (520) 417-7155 or email nadia.rodriguez@douglasaz.gov .  Applications must be submitted by 5:00 p.m. on the closing date specified on this announcement. 

EVALUATION METHOD:  The Human Resources Manager will initially screen Applications for minimum qualifications according to training and experience as provided on employment application. Those applicants meeting the minimum qualifications will be invited to participate in an evaluation process.  
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          City of Douglas

Job Title: 
Planner

Reports To:  
Neighborhood Resources & Grants Director
Department:  
NRG - Development Services
FLSA:  EX


OCCUPATIONAL CODE: 
TE



RANGE: 26
JOB SUMMARY:

Performs professional and technical planning work involving the administration, research, analysis, and presentation of information on current and long-range urban planning and economic development issues; performs related work as required. The primary function of an employee in this class is to perform technical planning work involving the research, review, analysis and coordination of rezone, annexation, and related development requests. This employee presents findings and recommendations to staff, planning & zoning commission, city council, and the public. An employee in this class may be assigned to related duties in the Economic & Community Development Department. The principal duties of this class are performed in a public office building environment and public settings working with citizens and stakeholders.

ESSENTIAL FUNCTIONS:

(May not include all of the duties, nor do the listed examples include all tasks which may be found in positions of this class.)

1. Responsible for technical planning functions including research, review, analysis, presentation, and coordination of rezone, annexation, development, use permit, variance, and related applications;

2. Reviews applications for compliance with city master plan, development, and design codes;

3. Coordinates application review process and public notifications with affected parties, including applicant, property owner, planning staff, architects and engineers, city regulatory and review bodies, and the public;

4. Manages current case files on each application as assigned and coordinates data from throughout the organization and community;
5. Prepares and presents written and oral reports to regulatory and hearing bodies, including planning staff findings and recommendations;

6. Maintains current city maps, zoning maps, planning documents, planning and development codes, and related regulations for research, documentation, and public access;

7. Answers inquiries from and provides assistance to the public, by telephone and in person, regarding development and zoning projects and current city codes;

8. Provides information and assistance to other planning staff members, including subordinates;

9. Represents the City at public information and review meetings;

10. Provides information and recommendations for amendments on short-term and long-range planning issues and proposed revisions to city master plans and development codes.

11. Maintains the integrity, professionalism, values, and goals of the City by assuring that all policies, rules and regulations are followed and that accountability and public trust are preserved.

12. Supports the relationship between the City and the constituent population by demonstrating courteous and cooperative behavior when interacting with residents, visitors and City staff; enthusiastically promotes the City’s goals and priorities in compliance with all policies and procedures. 

13. Works in a safe manner and reports unsafe activity and conditions. Follows City-wide safety policy and practices and adheres to responsibilities concerning safety prevention, reporting and monitoring as outlined in the City's Safety Handbook.

14. Maintains regular and reliable attendance.
15. Performs other related duties as required. 
16. Maintains current certifications and seeks to develop higher skills through education.

(The duties listed above are intended only as illustrations of the various types of work performed.  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.)

EVALUATION FACTORS

Required Knowledge, Skills and Abilities:

Knowledge of:

· Planning and zoning, economic development, and related principles, methodologies, processes, and practices;

· City General Plan and development documents, philosophy, processes, and goals;

· City codes regulating development review and design standards, including public review and hearing processes;

· Urban planning research methodology, including field inspections, computer and electronic searches, archive and file searches, personal interviews, and related research methods;

· Principles and practices of development design and engineering, including architecture, engineering, landscape architecture, site design and development, traffic engineering and impacts, and land use compatibility;

· Cartographic design and layout;

· Computer software and applications related to land use and planning and development procedures.

· OSHA compliance and regulations as they pertain to the functions of this position

Ability to:

· Follow written and oral instructions;

· Read and interpret city master plans, zoning and regulatory codes, technical and operational documents, reports, research material and information, blueprints, and maps;

· Analyze applications and apply relevant regulatory ordinances and codes;

· Prepare and present oral, written, and graphic reports, documents, brochures and pamphlets, maps, and related planning and development documentation;

· Operate standard office equipment including a personal computer using program applications appropriate to assigned duties;

· Operate a motor vehicle;

· Communicate effectively and establish and maintain effective working relationships with exceptional customer service dealing with the public, clients, citizen groups, elected officials and employees. 

· Work in stressful or time sensitive situations;

MINIMUM QUALIFICATIONS:

Bachelor’s degree in urban planning, public administration, or a related field is required; and One (1) year experience in planning or a related field; or any equivalent combination of experience and training which provides the knowledge and abilities necessary to perform the work.  Valid Arizona Driver's License.

