N TITLE: JOB NUMBER: | AFFILIATION:
’r 7042 Unaffiliated

PAY GRADE: FLSA STATUS:
vices Director | 25 Exempt

GENERAL SUMMARY

Performs difficult administrative work planning, organizing, and overseeing staff and work
related to all programs and activities of the Planning division, and related work as
apparent or assigned. Work is performed under the general direction of the Development
Services Director (“supervisor’). Divisional supervision is exercised over assigned
personnel.

CORE VALUES

All employees are expected to model and foster the City of Richland’s core values in the
performance of their duties and their interactions while representing the City. The values
of Teamwork, Integrity, and Excellence promote and maintain a high level of morale and
productivity, and are the tie that binds all City employees together, across all functions.

ESSENTIAL JOB FUNCTIONS

To be successful in this position, an individual must be able to perform each essential
function satisfactorily. Additional duties of a similar nature and level may also be
assigned. The City may make reasonable accommodations to enable a qualified
individual with disabilities to perform the essential functions.

o Plans, manages, and oversees the daily functions, operations, and activities of the
Planning division; organizes and directs current planning and administrative staff
within the Planning division; conducts staff meetings, code administration and
planning programs.

o Develops and standardizes procedures and methods to improve the efficiency and
effectiveness of land use applications and activities; assesses and mor™~ rs
workload, administrative support systems, and internal  )orting relationships;
Identifies opportunities for improvement and recommends changes as necessary.

e Monitors changes in regulations and technology that may affect operations;
Implements policy and procedural changes after approval, coordinates and
facilitates the City's review of private development proposals.

o Supervises assigned staff; evaluates and reviews work performance; works with
employees to correct deficiencies; plans, coordinates and arranges for appropriate
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Prepare, monitor and control division budget.

Train, supervise and evaluate assigned staff.

Communicate effectively both orally and in writing; comprehend and use English
effectively including producing all forms of communications in a clear, concise,
and understandable manner to intended audiences.

Organize and prioritize a variety of projects and muitiple tasks in an effective and
timely manner; work independently with little or no direction, set priorities and
meet deadlines.

Operate a variety of modern office equipment and personal computers in a
windows computing environment using standard or customized software
application programs appropriate to assigned activities.

Use tact, initiative, prudence, and independent judgment within general policy,
procedural, and legal guidelines.

Establish, maintain, and foster positive and effective working relationships with
those contacted in the course of work.

Provide continuous effort to improve operations, decrease turnaround times,
streamline work processes, and work cooperatively and jointly to provide quality
customer service.

SPECIAL REQUIREMENTS

Valid driver's license.

EDUCATION AND EXPERIENCE

Bachelor's degree with coursework in urban or regional planning, or related field and five
(5) years of experience in planning, including two (2) years in a supervisory role, or
equivalent combination of education and experience.

COMPETENCIES

M-~nagerial

Adog

Develo~ Cffective Intra- and Inter-Departmental Relationships: Works
collaboratively with partners within the City and outside of the City to accomplish
the best possible outcomes for all parties.

rM~n~~e Desources Effectively: Effectively applies the organization's assets.
Makes emcient use of time, money, people, and other resources to accomplish the
organization's goals. Provides direction, guidance, and expectations for resource
allocation to ensure service is balanced with fiscal responsibility.

Think and Plan Strategically: Champions new ideas and initiatives and creates an
environment that supports continuous improvement. Considers the City's strategic
plan when establishing work unit goals and priorities.
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PHYSICAL REQUIREMENTS AND WORKING ENVIRONMENT

The work environment charactenistics descnbed are representative of those an employee
encounters while performing tt  essential functions of this job. ..ie physical demands
descnbed below are representative of those that must be met by an employee fto
successfully perform the essential functions of the job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions.

This work requires the regular and punctual attendance at the office or other assigned
location; work requires the occasional exertion of up to 25 pounds of force; work regularly
requires sitting, speaking or hearing, using hands to finger, handle or feel, reaching with
hands and arms and repetitive motions and occasionally requires standing, stooping,
kneeling, crouching or crawling d pushing or pulling; work has stand: vision
requirements; vocal communication is required for expressing or exchanging ideas by
means of the spoken word; hearing is required to perceive information at normal spoken
word levels; work requires preparing and analyzing written or computer data; work has
no exposure to environmental conditions; work is generally in a moderately noisy location
(e.g. business office, light traffic).

Authorization (for Archive)

The duties listed above are intended only as illustrations of the vanous 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 to the position.

The job classification does not constitute an employment agreement between the City of
Richland and any employee and is subject to change by the City as the needs of the City
and requirements of the job change.
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