City of South San Francisco
Human Resources Department

Associate Planner
Class Description

Definition

Under generd direction, performs professond-leve tasks rdated to municipd planning, zoning,
and environmentd analyss, researches and andyzes a variety of planning data; prepares various
dudies and recommendations, prepares and reviews environmenta impact reports, reviews
devedopment and subdivison proposas, building plans, permits, and parcd maps, works with
developers, architects, attorneys, and the public regarding City standards and policies;, may serve
as staff to various Boards and/or Commissions; and does related work as required.

Distinguishing Char acteristics

This classfication is an experienced professond-levd planning pogtion.  With the requiste
experience, the incumbent can independently assume respongbility for more complex projects
and specidized assgnments.  This pogtion differs from the next higher-level postion in that the
letter has supervisory responghilities and addresses the most complex zoning and planning
iSsues.

Typical and Important Duties

1. Provides public counter assstance and responds to inquiries from gpplicants, the generd
public, and other governmental agencies.

2. Reviews and andyzes various planning applicaions, including more complex projects, and
prepare reports thereon.

3. Reviews building plans for conformity to zoning and subdivision ordinances.

4. Interprets and gpplies pertinent laws and regulations to planning projects.

5. Gathers and andyzes ddtidic, economic, and other data pertaining to planning and
environmental metters.

6. Organizes and conducts research studies, and prepares eements and revisons to the Generd
Pan.

7. Prepares and presents ord and written reports to the Planning Commission, City Council and
other boards or committees as required.

8. Asids in the enforcement and adminidration of zoning, subdivison, and other related
ordinances.

9. Conductsfidd ingpections.

10. Performs related duties and responsibilities as assgned.
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Job-related Qualifications
Knowledge of:
Theory, principles, and practices of City, urban, and trangportation planning.
Standard practices of both current and long-range planning, including development and
modification of Generd Plan eements.
Guiddines of the Cdifornia Environmental Qudlity Act (CEQA).
Applicable local, sate, and federa laws and regulations.
Statistical and research techniques related to the planning practices.
Techniques for dedling with the architects, enginears, homeowners, City daff, professond
service contractors, and representatives of other agenciesin an effective manner.
Report preparation and record keeping techniques.
Purpose and interpretation of Zoning Ordinances.
Ab|I|ty to:
Collect, andyze and interpret technicd, ddidicd, and rdated information pertaining to
planning and zoning.
Understand and explain gpplicable laws, ordinances and regulations.
Communicate effectively in writing, ordly, and with others to assmilate, understand, and
convey information, in amanner congstent with job functions.
Prepare cler and concise technicd reports, including <aff reports for the Panning
Commisson
Egtablish and maintain cooperative relationships with those contacted in the course of work.
Make effective public presentations.
Establish and maintain effective relaionships with those contacted in the course of the work.
Use initiative and independent judgment within established policy and procedurd guidelines.
Take a proactive approach to customer service issues.
Make process improvement changes to streamline procedures.
Organize own work, set priorities, meet criticad deadlines, and follow-up on assgnments with
aminimum of direction.
Represent the City effectively in contacts with eected and foreign officids, representatives
of other agencies, City departments, and the public, occasondly in Stuations where reations
may be difficult or srained.
Work in a safe manner, following City safety practices and procedures.
Maintain confidentidity regarding sengtive information.
SklII in
Using a persona computer and associated gpplications.
Word processng and database management at a speed and accuracy sufficient to perform
assigned work.

Experienceand Training

Any combination of experience and training that would provide the required knowledge, sKills,
and abilities would be qudifying. A typicd way to obtan the knowledge, sills, and abilities
would be:
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Experience: Two years of progressvely more responsble experience in municipd, county,
regiond, and/or private planning. A magter’s degree in planning may be subgtituted for one year
of the experience requiremen.

Training: A bachdor’'s degree from an accredited college or university with mgor coursework in
planning, architecture, landscape architecture, political science, engineering,  geography,
sociology, public adminigtration, economics, or aclosdy related fied.

Licensesand Certificates

All licenses and certificates must be maintained as a condition of employment.

- Possesson of, or ability to obtain, a vaid, appropriate Cdifornia driver's license and a
satisfactory driving record.

Special Requirements

Essentia duties require the following physicd skills and work environment:

Physical Skills: Able to use standard office equipment, including a computer; dt, stand, walk,
kned, crouch, stoop, squat, twist, and maintain sustained posture in a seated or standing position
for prolonged periods of time vison to read printed materids and a computer screen; hearing
and speech to communicate in person, over the telephone, and to make public presentations; lift
and carry 35 pound boxes, files, and materias.

Work Environment: Mobility to work in atypica office and/or field setting.

Ability to: Travel to different Stes and locations, drive safdy to different Stes and locations,
maintain a safe driving record; work protracted and irregular hours and evening meetings or off-
shift work for meeting atendance or participation in specific projects or programs, avalable for
evening mestings

Approved: July 1995
Revised Date: July 1997, June 2003
Former Titles:

Abolished:

Bargaining Unit: Mid-management
ADA Review: 1994/95

DOT: No

Physical: Class 3

Status: Classified/exempt
EEOC Category: EF10\ER2

Job Code: M125

ADA Documentation of Essential Duties
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7. SWE
8. SWE
9. MWE



