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JOB DESCRIPTION 
 
PLANNING MANAGER 
(Exempt, Management Position) 
 
DEFINITION 
Under direction of the Director of Community Development, administers, coordinates, and/or directly implements 
the activities of the Housing Division which is responsible for the development, implementation, and delivery of 
housing program and project activities, particularly within the City’s Housing Element, but also including 
neighborhood enhancement programs, operations, and services to program participants; manages and 
supervises land use and environmental planning activities; performs complex and difficult administrative and 
technical planning work, assists in the preparation of work programs and strategic planning activities or projects; 
and performs related work as assigned.  
 
CLASS CHARACTERISTICS 
The Planning Manager is the management level in the Planner series. This class is responsible for monitoring 
work flow, timelines and delivery of services; designing and managing the activities of the Housing Division with 
the Director; conducting planning research, analysis, and conflict resolution on projects of planning issues having 
a high degree of complexity and public interest; making recommendations for comprehensive long-term planning 
and for changes in planning policies and procedures; regularly representing the department at meetings and 
hearings before the Planning Commission, various public agencies, community organizations, and interest 
groups, and occasionally before the City Council. 

There are two Planning Manager positions within the Community Development Department, each with different 
areas of specialization. However, each Planning Manager may perform assignments in both areas. One position 
primarily focuses in the area of housing and community and economic development, including grant and project 
management and implementing the City’s Housing Element.  The other position primarily focuses in general 
planning, including over the counter planning permits and current planning. Both Planning Managers will be 
involved in long range planning, including development and eventual implementation of the City’s 2040 General 
Plan.  
 
EXAMPLES OF DUTIES: These examples are intended only as illustrations of the various types of work performed 
in positions allocated to this class. 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 
 
 Organize, implement, and monitor CDBG, HOME, and/or other State, Federal, and local City of Ukiah 

housing and community and economic development programs. (E, M) 
 Formulate Housing Division goals, objectives, policies, strategies, and goals with the Director and assist in 

goal setting for the Planning Division. (E, M) 
 Depending on assignment, supervises and participates in the preparation of site evaluations, feasibility 

studies and master plans. (M) 
 Coordinates the work of consultants, other City departments, citizen groups and others on planning and 

housing projects and programs. (E) 
 Performs complex and difficult current and/or long range planning staff work. (E) 
 Prepares detailed work programs. Monitors, tracks, reports and is accountable for workflow activities. (E) 
 Makes recommendations before boards, commissions, and community groups involved with planning 

and housing and community development functions. (E) 
 Initiates, analyzes, and interprets policies for the physical, social and economic development of the City 

of Ukiah. (M) 
 May provide conflict resolution in regards to community and regional issues having a high degree of 

complexity and public interest. (M) 
 Develops public informational and/or educational materials. (M) 
 Reviews, analyzes, and recommends proposals initiated by staff, the Planning Commission, City Council 

and the public. (E) 
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 Participates in the preparation and administration of the department budget and grant applications. (E) 
 Prepares staff reports and studies on a variety of planning, housing, and development issues and 

projects, including California Environmental Quality Act (CEQA) documents. (E) 
 Utilizes a variety of computer software programs to prepare reports, maps, diagrams, graphs and other 

material related to planning studies. (M) 
 May serve as Acting Community Development Director in his or her absence, if necessary. (E) 
 Other duties as assigned. 

 
Knowledge of: 
 Principles, practices and trends in one or more fields of planning, such as current, advance, affordable 

housing, environmental, transportation, regional and/or sustainable development planning. 
 Intensive practices and trends in planning policy development and analysis.  
 Environmental and land use analysis.  
 Legislative developments affecting regional and advanced planning including federal, state and local laws 

and ordinances.  
 Difficult research, analytical and statistical methods and comprehensive cost analysis techniques.  
 Research and statistical methods as applied to the collection, tabulation and analysis of data essential to 

planning studies.  
 Principles of the California Environmental Quality Act (CEQA). 
 Permit requirements of regulatory agencies. 
 Comprehensive knowledge of land use and site planning. 
 Basic municipal budgeting principals. 

 
Ability to: 
 Compose planning and housing reports, technical studies, and other related documents. 
 Actively manage complex and/or controversial projects and complete within applicable time limits. 
 Conceive, organize, and execute assigned projects with innovation and independence; develop work 

systems and timelines for housing and community development projects and programs. 
 Develop and implement housing projects and programs, including associated funding sources. 
 Effectively relate to a variety of concerned groups in clarifying and resolving problems or conflicts of a 

sensitive nature and a high degree of difficulty.  
 Think critically, prepare analytical analysis and conduct strategic planning. 
 Establish and maintain cooperative and productive working relationships with the public and staff; work 

effectively with a variety of organizations. 
 Communicate effectively both verbally and in written form. 
 Effectively apply technical, social, and political skills to solve problems in a timely manner. 
 Work collaboratively with Community Development personnel and other Departments to assure the 

provision of comprehensive and coordinated related services. 
 
Education and Experience: 
Any combination equivalent to experience and education that could likely provide the required knowledge and 
abilities would be qualifying. A typical way to obtain these qualifications would be At least three years of increasingly 
responsible experience performing varied and complex municipal planning work and a Bachelor’s degree in 
Planning, Architecture, Public Administration, Urban Studies, or a closely related field is required. A Master’s 
degree in one of these fields or a related field and/or AICP certification is desirable and may be substituted for one 
year of experience. CEQA and/or NEPA familiarity is expected 
 
Necessary Special Requirement: 
Possession of a valid Class C California Driver License. 
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