[image: Picture]
JOB DESCRIPTION

PLANNING/BUILDING TECHNICIAN


[bookmark: _GoBack]DEFINITION
Under general supervision, performs a wide variety of professional office and field work related to planning and building activities, projects, and programs within the City. The work consists of responsible technical and professional duties at an entry professional planner level.

DUTIES AND RESPONSIBILITIES:  
(These examples are intended only as illustrations of the various types of work performed.  The examples of work performed are neither restricted to nor all-encompassing of the duties to be performed under this job title.)
E= Essential Duty; M= Major Portion of Time. 

· Greets and provides professional and courteous service/information to the public at the planning/building counter, including providing basic zoning information. (E)
· Assists professional planners in the technical aspects of the planning process. (M)
· Assembles application materials and creates planning permit application files for the professional planning staff. (E)
· Assists the Development Permit Coordinator in reviewing and taking in building permit applications for processing, issuing minor building and water/sewer permits, describing planning and building permit review procedures, etc.  (E)
· Provides current and applicable handouts and forms for those that need them.  Updates forms and handouts as appropriate. (M)
· Operates and manages the laserfische system for the Planning and Community Development Department. (E)
· Maintains and updates the website for the Planning and Community Development Department as directed. (E)
· Inputs appropriate data into the permit software system. (E)
· Performs and assures proper public noticing for planning projects by coordinating with the local newspaper for the publication of legal notices; posts notices on project sites, and coordinates the mailing of notices to surrounding property owners. (E)
· Assists Planning Staff in preparing agenda packets for the Planning Commission and Zoning Administrator meetings. (E)
· Takes summary/action minutes at Planning Commission, Zoning Administrator and other Commission, Committee or Board meetings.  Transcribes and electronically saves minutes and posts minutes on the City’s website. (E)
· Gathers, compiles, and evaluates statistical and technical data related to the City’s existing population, housing needs, income level, employment, etc., for use in projecting future planning needs of the City. (M)
· Performs other related duties as assigned.

QUALIFICATIONS

Knowledge of:

· General planning, zoning and building principles, permit review and issuance procedures.
· Standard office clerical procedures, with emphasis on correct English grammar and spelling.
· Use of computer system and other office equipment.
· Composition standards.
· Standard formats for reports, records, agendas and minutes, and correspondence.


Ability to:

· Learn applicable state, federal and local ordinances, laws, rules and regulations.
· Learn to review and issue over-the-counter building permits.
· Utilize the City’s permit software program.
· Record and transcribe action minutes of various Commission, Committee and Board meetings.
· Maintain a positive and helpful demeanor with customers at the front counter, particularly in stressful situations.  
· Improvise and adapt when confronted with unique and unfamiliar circumstances.
· Apply logical thinking to solve problems or accomplish tasks; to understand, interpret and communicate policies, procedures and protocols.
· Communicate clearly and effectively, both orally and in writing.
· Research, compile, and summarize a variety of informational and statistical data and materials.
· Utilize a variety of computer software applications and/or quickly learning new software applications.  
· Adapt to unfamiliar circumstances, maintain a positive approach, and find alternative solutions.
· Occasionally walk, hike, and lift and/or move up to 25 pounds.

Education and Experience:  Bachelor's degree from an accredited four-year college or university; or, Four years of progressively responsible related experience; or, any combination of education, training and experience which provides the required knowledge, skills, and abilities to perform the essential functions of the job.

Necessary Special Requirement:
Possession of a valid Class C California Driver's License.
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