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Description:

Performs a variety of general and specialized professional planning functions with the
emphasis on customer service, processing permit applications, and assisting with
current planned projects. The short-term focus of the position will be to manage and
coordinate efforts to update the Town’s comprehensive plan, land division code (Title
16, Silt Municipal Code (SMC)), and zoning code (Title 17, SMC) for compliance with
the Town’s 2025 Housing Needs Assessments and the requirements of Colorado
Proposition 123, and in compliance with the Department of Local Affairs Local Planning
Capacity grant award. The long-term focus of the position will be to manage and
coordinate ongoing projects and programs, including reviewing proposed developments,
land divisions, and zoning applications for compliance with the SMC.

Essential Job Duties:

e Perform professional entry-level planning functions in support of assigned
projects, including customer service, code interpretation, review of permits and
development proposals, analyzing data, interpreting regulatory documents,
researching best practices, and preparing staff reports

e Receive, review, and manage the appropriate process for reaching decisions on
the development proposals and applications, including site plans, special use
permits, limited use permits, variances, design review applications, building
permit applications, sign permits, fence permits, etc.

¢ Interpret and explain code requirements to developers, builders, and the public.
Prepare informational materials, application forms, and web-based content that
assist in the understanding of code requirements. Recommend modifications to
the code and procedures as appropriate

e Assist in the conducting of current and long-range planning studies as assigned.
Research, analyze, and interpret social, economic, land use, and population
data. Identify trends and potential impacts on the local community

e Confer with and advise developers, contractors, and the public on acceptable site
plans and development proposals. Review building plans, surveys, parcel maps,
tract maps, site plans, and subdivision plats. Ensure compliance with the SMC

e Assist in the development and implementation of the Comprehensive Plan

e Assist in the conduct of public meetings and prepare citizen participation
materials, including brochures, flyers, maps, visualizations, audio-visual content,
web-based content, and various materials about upcoming projects

e Provide staff assistance to boards and commissions as assigned, including the
Board of Trustees, Planning and Zoning Commission, Strategic Planning and
Code Subcommittee, and other boards and commissions as requested



e Coordinate planning activities with other departments and referral agencies

e Provide timely, courteous, and accurate customer service to the public at the
counter, over the telephone, via e-mail, and in the field

e Other duties as assigned by the Community Development Director

Town Organizational Duties and Responsibilities:
e Represents the Community Development Department and the Town to other
Town staff and members of the public
e Provide Quality customer service to individuals needing directions or assistance

Fiscal Responsibilities:
e None.

Supervisory Relationships:

Works under the general supervision of the Community Development Director. Work is
reviewed for accuracy, quality, and adherence to instructions. Employee may need to
occasionally choose from defined alternatives to resolve problems, but consults with
supervisor on matters not covered in the original instructions or by guidelines.

Job Qualifications:
Knowledge of:

e Principles and practices of urban planning and design, economic and community
development, and placemaking
Laws underlying Comprehensive Plans, zoning, and subdivisions
Applicable environmental laws and regulations
Statistical and research methods and techniques related to planning
Computer operations, software applications, web-based technologies, and
emerging technologies

e Current literature, best practices, and recent developments in the field of

planning and zoning

e Site planning techniques and methods

e Technical report writing

e Pertinent Federal, State, and local laws, codes, and regulations underlying

general plans, environmental matters, zoning, and subdivisions

e Occupational hazards and standard safety practices
Skill In:

e Applying Geographic Information Systems (GIS) and other mapping software to
community development projects
Interpreting and explaining planning and zoning ordinances and regulations
Utilizing website and web-based technologies
Communicating clearly and concisely, both verbally and in writing
e Operation of modern office equipment and software

Ability to:
e Research, analyze, and compile technical and statistical information and prepare
reports

¢ Plan, organize, and administer long and short-term projects



Prepare maps and conduct analysis using GIS and design renderings using
SketchUp, Photoshop or similar design software

Establish and maintain cooperative working relationships with those contacted in
the course of work

Communicate clearly and concisely, both orally and in writing

Work independently in the absence of supervision

Understand and follow oral and written instructions

Interact positively with staff and the public

Use efficient learning techniques to acquire and apply new knowledge and skills,
using training, feedback, and or other opportunities for self-learning and
development

Work the allocated hours of the position

Work Environment:

Work is performed in a typical indoor office setting with occasional field inspections. Itis
mostly sedentary with periods of mobility and light physical activity.

Physical and Mental Requirements/Activities:

Requires occasional exertion of up to 25 pounds of force, regularly requires
sitting for long periods, requires frequent standing, speaking, hearing, use of
hands and fingers, repetitive motions, and occasionally requires walking,
stooping, kneeling, crouching, and/or crawling.

Requires vision abilities allowing long periods of screen time

Requires the ability to verbally communicate

Minimum Qualifications:

Bachelor's degree from an accredited college or university with coursework in
planning, landscape architecture, political science, public administration,
geography, or a related field

One year of progressively responsible experience in urban planning, local
government, or related field preferred



