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Land Use Planner

Lincoln County is an equal opportunity employer.  The County shall, upon request, provide reasonable accommodation to otherwise qualified individuals with disabilities.

This job description is intended to reflect core areas of responsibility and an incumbent employee’s knowledge and skill set needed to complete those functions.  This document is not intended to catalog each individual duty; employees are routinely called upon to address emerging employer requirements in alignment with individual work units and assignments of jobs.  The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer change.

	Job Title:
	Land Use Planner
	FLSA Status:
	
	Non-Exempt
	X
	Exempt

	Department:
	Planning Dept
	Reports to:
	Director of Planning



Work Unit Overview: The Planning Department administers land use planning functions at a local government level including subdivision review, floodplain management, lakeshore protection regulations, and growth policy implementation. The department provides support to residents, elected officials, and agency co-workers to improve health and safety while encouraging responsible development, growth, and land use in Lincoln County.

Job Summary: Performs professional level duties in land use planning and permitting at the local government level. Work involves a wide range of responsibilities including statutory review for development projects, enforcement of land use regulations, and development of regulations & long-range planning initiatives. This position functions with discretion and independence and is responsible for performing a variety of administrative and public relations assignments including but not limited to performing statutory review & report writing, interpretation & enforcement of land use regulations, maintaining accurate documentation, providing program information & technical assistance to the public, and performing various other duties as assigned. This position requires occasional site visits and some flexibility for attending evening and out-of-town meetings.

Essential Functions (Major Duties or Responsibilities): These duties are the essential functions and are not all-inclusive of all duties that the incumbent performs.

· Prepares and oversees statutory review and permitting for land use planning projects, such as subdivisions, lakeshore construction, floodplain development, exempt surveys, etc.
· Develops project narratives, performs analysis, writes technical reports, and presents findings and/or department recommendations at public meetings.
· Investigates, enforces, and resolves violations of land use regulations.
· Provides information to elected officials, staff, county departments, municipalities, and the general public on planning-related issues and procedures. 
· Stays informed of changes in local, state and federal legislation and best practices in land-use planning and development. 
· Prepares and updates regulations, resolutions and long-range plans for review and approval by the governing body. 
· Directs and conducts field investigations and research to compile data for land use planning and development review projects. 
· Utilizes GPS systems to collect spatial field data.
· Utilizes GIS mapping software to analyze spatial data and produce maps.
· Provides staff support to governing bodies and citizen boards as directed, including making presentations, scheduling, preparing agendas, preparing meeting sites and materials, and answering inquiries from members.
· Works closely with the Director to implement the growth policy and identify funding opportunities & planning projects.
· Pursues and assists with managing grants related to land use planning and growth policy implementation projects.
· Acts as team leader on specific projects. 
· Respond to questions from the public by phone, email, and in office.

Non-Essential Functions:

· Attend seminars, conferences, and training sessions for professional development and to keep updated on changes in land use law and planning-related processes.
· Assist with the maintenance and update of the planning department website, and online GIS maps & database.
· Prepare public notification related to projects and hearings.
· Serve as secretary to the Planning Board, including taking meeting minutes and disseminating materials.
· Maintain and troubleshoot computer systems and office equipment to facilitate office operations by diagnosing and resolving routine computer equipment and software problems, making minor repairs to copiers and other equipment, and referring problems to other County staff or contractors when needed.
· Maintain the administrative and clerical support office operations for the Planning Department. Provide overall administrative support to ensure customers are assisted, phones are answered, and documents are received, checked, tracked, and filed. 
· Receive, track and deposit money collected at the front desk for the Planning Department. Ensure accurate tracking, receipting and accounting of fees for multiple programs (e.g. applications, permits, etc.).

Physical Demands and Working Conditions:  The demands and conditions described here are representative of those the employee must meet to perform the essential functions of the job.

· Frequently required to walk, sit, talk, and hear. 
· Must occasionally lift and/ or move up to 25 pounds. 
· Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.
· Work occurs in a normal office environment with occasional site visits to development projects, infrastructure improvements, etc.
· Will involve occasional travel by auto to attend meetings and remote project sites.
· Will occasionally require the ability to walk over rough, uneven terrain.

Knowledge, Skills, and Abilities:
This position requires considerable knowledge of land-use planning principles, subdivision regulations, lakeshore and floodplain regulations, building and related codes, plats/surveys & easements, local government processes, zoning, local growth policies, Montana land-use laws, environmental hazards, and G.I.S. mapping & G.P.S. systems.

This position requires skills in the use of office equipment and computer software, data analysis, technical writing, grantsmanship, accounting procedures, cartography & graphics design; the ability to read maps and plats, interpret and explain regulations & complex technical information, work independently, communicate effectively orally and in writing, to follow verbal and written instructions, and to establish effective working relationships with fellow employees, elected officials, and the public.

Education and Experience:
Requires a bachelor’s degree plus several years of planning experience involving permitting, technical review, report writing, land use development, etc. Degrees best suited for this position include planning, environmental science, geology, and geography. Four years of commensurate experience may substitute for a bachelor’s degree. 
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