
  

   
  

  

 

  
        

           
         

        
           

 
 

            
         

        
               

     
 

     
             

        
 

 

  

   

  

    
   

       
   

     
   

     
       

  
 

    

   
   

  

  

   

      

    
 
 
 
 

 

    
            

   

CITY O  SAN CARLOS 

ADOPTED CC:  04-16-08 

ASSISTANT PLANNER 

DE INITION 

Un er general  irection, performs professional tasks relate  to municipal planning, zoning, housing, 
economic  evelopment an  environmental analysis; researches an  analyzes a variety of planning  ata; 
prepares various stu ies an  recommen ations; prepares an  reviews environmental  ocuments; reviews 
 evelopment an  sub ivision proposals, buil ing plans, permits, an  parcel maps; works with  evelopers, 
architects, attorneys, an  the public regar ing City stan ar s an  policies; may serve as staff to various 
Commissions an /or committees; an   oes relate  work as require . 

This classification is the entry level class in the professional planning series. With the requisite 
experience, the incumbent can in epen ently assume responsibility for more complex projects an  
specialize  assignments. The Assistant Planner classification is  istinguishe  from higher level positions 
by the nature of the work as entry level, of lesser scope, an /or mo erately  ifficult an  complex 
assignments.  The incumbent may work in epen ently with supervision or as part of a team. 

SUPER ISION EXERCISED AND RECEI ED 

General  irection is receive  from the Planning Manager an  other Planners. Direct supervision an  
supervision through secon ary managers may be provi e  with specific project assignments in the 
Community Development Department. 

ESSENTIAL AND IMPORTANT DUTIES 

• Con ucts assigne  planning projects involving lan  use, populations, structures, economic activities, 
housing, transportation, environmental an  relate  subjects; con ucts research, an  confers with 
applicants, intereste  parties, an  agency representatives to i entify problems an  opportunities. 

• Analyzes  ata with respect to relevant laws, or inances, regulations, an  policies;  etermines 
metho s to reconcile project conflicts with local an  state law. 

• Prepares professional staff reports of summarize   ata, conclusions an  recommen ations; makes 
oral presentations to the public an  electe  an  appointe   ecision makers. 

• Receives an  reviews planning applications; coor inates review with various City an  outsi e 
agencies; may lea  a team on complex applications an  long range planning projects; respon s to 
inquiries both orally an  in writing; interprets planning policies, state laws an  local or inances, 
within establishe  parameters; explains City proce ures in person, over the phone an  in writing. 

• Drafts resolutions, fin ings, or inances an  amen ments to them, an  California Environmental 
Quality Act  ocuments. 

• Prepares an  oversees the preparation of graphs, charts an  other  isplays. 

• Provi es information on city, regional an  state environmental, zoning, an  sub ivision requirements 
to consultants,  evelopers, property owners an  the general public. 

• Works extensively on the computer to manage current planning case-loa s, pro uce written 
 ocuments, prepare maps an  graphics, analyze  ata, create graphics, research on the Internet, an  
communicate with others through e-mail. 

• May a minister contracts an  oversee the work of consultants. 

• May provi e staff support to city agencies, commissions or a -hoc a visory groups. 

• Performs  uties consistent with the City’s commitment to exceptional customer service. 

JOB-RELATED AND ESSENTIAL QUALIFICATIONS 

Knowledge of: Principles, practices an  purpose of municipal planning; site an  project  esign review; 
nomenclature, symbols, metho s, practices, techniques an  instruments use  in planning,  rafting an  
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mapping; statistics an  statistical analysis as applie  to lan  use, transportation, zoning an  master plan 
stu ies; principles an  techniques of  eveloping an  maintaining a master plan; site planning an  
architectural  esign; laws an  other regulations relating to municipal planning; knowle ge of or capacity 
to learn Geographic Information System software,  atabase software, an  graphics software. 

Ability to:  Operate personal computers an  utilize planning applications; analyze an  compile 
statistical, economic an  technical  ata; rea , un erstan  an  apply state laws, local or inances an  
gui elines to permit applications; prepare well written reports an  oral presentations; establish an  
maintain effective working relationships with other employees,  evelopers an  the public; rea  an  
interpret architectural an  construction plans; communicate clearly, concisely an  tactfully with a 
variety of au iences; learn, retain an  apply knowle ge of laws an  or inances. 

Skills in: 

Collecting, analyzing, an  interpreting  ata pertaining to planning an  zoning situations; applying urban, 
environmental, housing, zoning, an  transportation planning principles an  metho s to local problems; 
establishing an  maintaining effective working relationships with others; communicating effectively, 
orally an  in writing; un erstan ing an  interpreting maps, plans, buil ing elevations, specifications, an  
legal  escriptions; creating wor  processing  ocuments, sen ing e-mails, an  researching topics on the 
Internet. 

EDUCATION AND TRAINING 

Any combination of experience, e ucation an  training that woul  provi e the best qualifie  can i ates. 
A typical way of gaining the knowle ge, skills an  abilities woul  be: 

Experience: Some experience in lan  use planning an /or regulations  esirable. 

E ucation: Gra uation from a four-year college or university with major course work in city or regional 
planning, urban planning, public policy or a closely relate  fiel . 

Training: Any recent training such as, aca emic courses an  certification programs which are relevant to 
this job classification. 

License: Possession of a vali  California Driver’s License an  a satisfactory  riving recor , as  etermine  
by the City. 

SPECIAL REQUIREMENTS 

Speak clearly an  un erstan ably; operate stan ar  computer programs. Ability to travel to various 
locations within an  outsi e the City of San Carlos to meet program nee s an  fulfill the job 
responsibilities. When  riving on City business, maintenance of a California  river’s license an  
satisfactory  river’s recor  is require . Must be able to actively participate in evening meetings. 
Other Requirements: Must have the willingness an  ability to: work the hours necessary to accomplish 
the assigne   uties, inclu ing evening an  week-en  hours; atten  evening meetings; travel out of town 
an  atten  workshops, conferences, seminars  uring work an  non-work hours. 
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