CITY OF NAPERVILLE, ILLINOIS  ��  Job Description





	January 30, 2003							JD No. 3505 rev.





Identification





	Position Title:		COMMUNITY PLANNER





	Department:			TED Business Group





	Division:			Planning Services Team





	Supervisor:			Operations Manager








Job Summary





	Provides technical support to the Plan Commission, City Council and other boards and commissions as required.  Coordinates, reviews, and processes development applications, conducts plan reviews, responds to zoning information requests from the general public and provides staff assistance to the Chief Planner.





Job Scope





	No supervisory or budgetary responsibilities.





Principal Duties and Responsibilities





	 1.	WORK with developers, builders, and their representatives regarding zoning requests, subdivision plats, site plans and related development issues. Assists in filing and processing related development applications. Coordinates with applicant, City staff and other applicable parties to resolve issues and keep development applications on track.





  COORDINATE and ATTEND meetings between  


     developers and all applicable City staff to  


     provide technical assistance and comments on 


     development proposals (Concept Meetings).





	 3.	PRESENT development projects at weekly division and general coordination meetings. PARTICIPATE in developing staff recommendations on development proposals.





	 4.	DEVELOP and PRESENT reports and recommendations before the Plan Commission, Zoning Board of Appeals, Historic Sites Commission, Fair Housing Commission DPIC, and City Council on a variety of planning matters and development proposals.
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Principal Duties and Responsibilities (Continued)





	 5.	REVIEW and COMMENT on civil engineering, site plans, subdivision plats and architectural plans for compliance with zoning regulations, ordinances, or approved site plans. REVIEWS Annexation and Developer Agreements in reference to planning and zoning issues. 





	 6.	ANSWER questions from the general public concerning development projects, special projects, complex issues, and other related matters (planner on duty).





	 7.	REVIEW, for accuracy and completeness (including compliance with plans, applicable ordinances or other regulations) all applications for the Plan Commission, Zoning Board of Appeals, Historic Sites Commission, Fair Housing Commission and/or City Council. ASSIST in the coordination of meeting agendas with staff and the petitioner. 


 


	 8. 	CONDUCT special studies on land use compatibility, locations, population trends, neighborhood planning area, development and transportation issues and related topics. 





 9.  DEVELOP annual CDBG program while meeting all HUD   	reporting requirements. PREPARES grant application,  	drafts any required sub-recipient agreements, and    	monitors approved projects. INTERPRETS CDBG         	regulations to sub-grantees





	 10.	PERFORM all other related duties as assigned.





Essential Functions





	1.	Ability to operate required office equipment in order to send and receive information with necessary optical, auditory, and manual dexterity.





	2.	Ability to walk, stand or sit for an hour or more at a time.





	3.	Ability to proofread and check documents for errors.





	4.	Ability to use a keyboard to enter, retrieve, or transform words or data.





Ability to closely examine a computer screen or written reports.
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Essential Functions (Continued)





 	Ability to operate or observe office equipment for   	an hour or more at a time.





	7.	Ability to identify and distinguish colors.





	8.	Ability to read, comprehend, and speak English and be able to demonstrate twelfth grade reading skills.





Skills, Knowledge and Abilities





	Skills in written and verbal communication, graphic and cartographic skills, organization, quantitative methods, and word processing.  Knowledge of modern principles and practices of urban planning, subdivision, site planning and land use laws, policies and regulations governing planning, growth management and land use.  Knowledge of local ordinances, laws and regulations, and available research materials and background files.  Ability to prioritize and organize work responsibilities and deadlines, establish and maintain effective working relationships, interpret local ordinances, rules and regulations involved in development review.





Minimum Education, Experience and Certification Requirements





	Bachelor's degree in Planning or related field required.  Minimum of one-year experience in planning or related field required.  Valid State of Illinois Class D Driver's License required.





Signature/Received





							


	PRINT Employee Name





	                                                           


	Employee Signature					Date





	                                                           


	Immediate Supervisor					Date





	                                                           


	Department Director					Date


�











 





 











