


[image: A picture containing drawing

Description automatically generated]

	JOB TITLE:
	Planner I 
	SUPERVISES OTHERS:
	No

	REPORTS TO:
	Planning Director
	DIVISION:
	Planning

	CLASSIFICATION:
	Non-Exempt, Hourly 
(pay range 12)
	POSITION TYPE:
	Full-Time 

	SCHEDULE REQUIREMENTS:
	Regularly scheduled workweek, Monday through Friday, during standard operating hours, averaging 40 hours with some night meetings required.

	POSITION LOCATION:
	10 N. Roosevelt Street
York, South Carolina 29745
	TRAVEL REQUIRED:
	Some Travel [estimated 10%]

	REVIEWED & APPROVED BY:
	Updated: 6/3/2026
	DATE:
	



	[bookmark: _heading=h.gjdgxs]JOB DESCRIPTION



SUMMARY:
Under general supervision, performs professional planning duties related to zoning administration, development review, permit review, and implementation of the City’s planning and development regulations. Provide technical assistance to the public, prepares staff reports and recommendations, and supports planning-related boards, commissions and projects. 

ESSENTIAL FUNCTIONS AND RESPONSIBILITIES:
· Acts as the initial point of contact for the general public, developers, surveyors, engineers, and others visiting the Planning & Development Department or contacting the Department via phone, email, etc. 
· Reads and interpret maps, plats, and legal documents. 
· Performs routine studies, researches problems, initiates problem resolution and makes staff recommendations regarding zoning codes and development standards.
· Reviews Planning Commission, Board of Zoning Appeals, and Board of Architectural Review applications for completeness and conformance with applicable requirements. 
· Maintains a comprehensive, current knowledge of applicable data, regulations, trends and advances in planning.
· Drafts, prepare and present reports and ordinances regarding land use, demographics, economic development, tourism, natural resources, parks and recreation, historic preservation, community appearance, resiliency, art, community facilities, housing, neighborhoods, transportation, priority investment, zoning, annexation, street names, encroachments, and subdivisions to staff, public, committees, and City Council.
· Provides information and technical assistance to citizens, property owners, land developers, contractors, architects, staff members, or other individuals/agencies regarding planning/zoning issues, application procedures, and related issues.
· Responds to routine questions, meets with applicants and prospective applicants to discuss details of their proposals and provide guidance regarding project conformance with zoning and subdivision standards.
· Apprises other departments of approved changes to the zoning code, zoning map, and property lines.
· Communicate with supervisor, City officials and employees, state and federal agencies, appraisers, realtors, developers, builders, surveyors, the public, outside agencies, and other individuals as needed to coordinate work activities, review status of work, exchange information, or resolve problems
· Assist in the preparation and distribution of Board & Commission packets, meeting minutes, etc.
· Attend Planning Commission, Board of Zoning Appeals, and Board of Architectural Review meetings as needed.
· Drafts and presents Planning Commission staff reports in response to zoning, subdivision, and encroachment request.
· Assists in the review and approval of plats for recording. 
· Review and approval of permits applications for zoning compliance. 
· Performs general clerical/administrative duties as required, including typing reports and correspondence, copying and filing documents, cash receipting all payments to the planning department and answering the telephone. 
ADDITIONAL FUNCTIONS
· PERFORMS OTHER RELATED DUTIES AS REQUIRED, REQUESTED AND ASSIGNED. 

QUALIFICATIONS AND REQUIRED/PREFERRED SKILLS:
· [bookmark: _Hlk45089344]Bachelor’s Degree in city, urban, or regional planning, urban design, or a related field; one to three (1-3) years of work experience in municipal planning, zoning administration, or related field. A combination of education and work experience and/or internship(s) may be considered in place of one to three (1-3) years of experience. 
· AICP Certification or ability to become certified within an appropriate timeframe. 
· Excellent interpersonal, analytical, research, presentation, written, and oral communication skills. 
· Ability and willingness to work collaboratively with other staff, vendors, contractors, and the general public.
· Knowledge of urban planning, municipal zoning ordinances, research methods and sources and procedures of customer service principle. 
· Skills in coordinating, gathering information, and planning activities of a project , program, or designated area of responsibility. 
· Skills in developing and delivering presentations. 
· Skill in performing addition, subtraction, multiplication and division; calculating decimals, percentages, and fractions; computing discounts, interest, and ratios; and calculating surface areas, volumes, weights, and measures.
· Skill in maneuvering through complex political situations.
· Ability to read, understand, and decipher state law and translate it to prepare codes and ordinances.
· Ability to read and interpret maps, plats, and legal documents. 
· Organized and detail-oriented with strong level of accuracy and the ability to multi-task.
· Ability to prioritize and adhere to strict deadlines.
· Ability to build rapport and listen, 
· Ability to evaluate, audit, deduce, and/or assess data using established criteria. 
· High level of integrity; ability to handle confidential information.
· Proficiency in Microsoft Office software to include Word, Excel, and Outlook required.
· Ability to operate and control the actions of equipment, machinery, tools and/or materials requiring complex and/or rapid adjustments. 
· Ability to utilize a wide variety of reference, descriptive, advisory and/or design data and information.
· Ability to exercise independent judgment and to apply facts and principles for developing approaches and techniques to resolve problems.
· Ability to exercise judgment, decisiveness and creativity in situations involving evaluation of information against measurable or verifiable criteria.
· Use computers for data entry, word processing, spreadsheets, PowerPoint presentations, or custom applications. 
· Must possess a valid state driver’s license.

	WORK ENVIRONMENT AND PHYSICAL DEMANDS



City of York is committed to furnishing and operating a place of employment free from recognized hazards that are causing or are likely causing death or serious physical harm to employees.  

[bookmark: _Hlk51395073]Some employees in certain positions may have direct contact with the general public and clients in office environments and/or work areas may pose risk exposure to a variety of behaviors, contagious diseases, or contact with service animals.  

This position performs duties in indoor and outdoor environments; work alone; travel from site to site; may be exposed to noise, dust, inclement weather conditions, and potentially hostile environments. The job may risk exposure to indoor environment, outdoor environment, noise, extreme temperatures and weather conditions,  vibration, moisture and/or humidity, dust, fumes, gases, poor ventilation, mechanical hazards, chemical hazards, explosive hazards, burn hazards, biohazards and potential for violence/physical altercations. Employee may encounter frequent interruptions throughout the workday.

This position operates in a professional office environment often requiring sedentary daily tasks with some movement between standing and sitting with excellence in communication to include talking, hearing and seeing in an effort to relay and report information.  This role routinely uses standard office equipment such as computers, phones, photocopiers, filing cabinets and fax machines and at times may require reaching, bending or lifting up to 25 pounds


	ACKNOWLEDGEMENT & UNDERSTANDING TO FULFILL



The statements contained above reflect general details as necessary to describe the essential functions of this job, the level of knowledge and skills required, but should not be considered an all-inclusive listing of work requirements.  

Please be advised that this document should not be construed, in any manner, as a contract of employment.  All employees of the City of York are employees “at-will” with future details denoted in our Employee Handbook. Employment with City of York is a voluntary one and subject to termination by you or the company, with or without cause, and with or without notice, at any time. I further understand that no employee of the company has the authority to enter into any agreement for employment for any specified period or to make any agreement contrary to the foregoing.

To perform this job successfully, an individual must be able to perform the essential functions of the job satisfactorily. The requirements listed must be representative of the knowledge, skills, minimum education, training, licensure, experience, and/or ability required. At any time should an employee feel they cannot meet any of the requirements, the employee must advise Human Resources, their immediate supervisor or any member of the management team to engage in an interactive process to see what, if any, reasonable accommodation may be made.  

I have read and understand the responsibilities and requirements of this position.


____________________________________________			___________________
Employee Signature							Date
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