Job Title: County Planner

[image: image1]OCONEE COUNTY, SC
HUMAN RESOURCES OFFICE 
JOB DESCRIPTION

Revised: March 13, 2021
Name: INCUMBENT
Job Title: Planning Director

Position Number: 010-712-10110-06100
Immediate Supervisor:  Administrator

Salary Range/Grade/Class: DOQ
FLSA Status:
Exempt
Employment Status: Full-time

Direct Reports: 4 Full-time; 0 Part-time

 SHAPE  \* MERGEFORMAT 



GENERAL DESCRIPTION: 

The purpose of this position is to implement, interpret, and enforce land-use and zoning codes.  Work with the general public, community associations and groups, and elected or appointed officials in regulating land use policies, regulations and zoning.  Develop strategies in drafting land use regulations for subdivisions, capital improvement, infrastructures, and regulate floodplain areas in the County. Manage the Planning and Code Enforcement staff
ESSENTIAL JOB DUTIES: 

1. Lead staff to provide excellent service to the Citizens of Oconee County every day.

2. Understand the balance between the need for planning and the need to protect personal property rights. 

3. Provide zoning administration and coordinate presentations to the public, elected, or appointed officials. 

4. Develop plans and policies regarding land use.

5. Coordinate and maintain development software for tracking projects.

6. Review subdivision developments.

7. Support County Boards and Commissions including the Planning Commission, Board of Zoning Appeals and Agricultural Advisory Board and any related sub-committees
8. Address and review citizen complaints and concerns.

9. Order supplies and reconcile invoices for processing.

10. Manage Floodplain areas.

11. Maintain the website.

12. Manage the code enforcement division of the Planning department.

13. Perform field inspections of development sites and complaints of zoning issues.

14. Manage the County’s Comprehensive Plan goals, objectives, and strategies for implementation

15. Provide support to Oconee County Emergency Services as needed. 

16. Work closely with other departments on various projects and plans.

Essential Job Duties are intended to be examples of duties and are not intended to be all inclusive. There will be other duties as assigned.

Additional duties include:

Review requests for proposals as requested.  Assist to organize and facilitate the design of applications and forms for the developing community and general public for compliance with Building Codes and Planning.

KNOWLEDGE, SKILLS, AND ABILITIES: 

Knowledge of adopted and proposed ordinances and codes; 

Knowledge of permitting and mapping software;

Demonstrated proficiency with Microsoft© Office Suite software products; ESRI ArcGIS© software products; and Adobe Photoshop© (or similar) graphics software;

Customer service skills;

Ability to communicate effectively orally and in writing;

General clerical and organizational skills;

Critical thinking abilities for interpretation of County adopted codes and regulations;
EDUCATION AND EXPERIENCE:

The educational requirement for this position is: Completion of Master’s degree.  

Education may be substituted for experience.
Related-experience required: 3 years.

Experience may be substituted for education.
LICENSES, CERTIFICATIONS, OR REGISTRATIONS: 

Certifications, licenses, professional designations, or other qualifications required for this position include: N/A
Certifications, licenses, professional designations, or other qualifications preferred for this position include: 

· American Institute of Certified Planners (AICP)
· Certified Floodplains Manager (CFM)
ESSENTIAL PHYSICAL REQUIREMENTS: 

Physical Requirements:

The physical activities required for this position involve: 

Standing: none of the time; walking: none of the time; sitting: up to 2/3 of the time; using hands: none of the time; reaching with hands and arms: none of the time; climbing or balancing: none of the time; stooping, kneeling, crouching, or crawling: none of the time; talking or hearing: up to 2/3 of the time; and, tasting or smelling: none of the time.
This position requires lifting:

Up to 10 pounds: under 1/3 of the time; up to 25 pounds: none of the time; up to 50 pounds: none of the time; up to 100 pounds: none of the time; and, more than 100 pounds: none of the time.
Vision Requirements:

This position has the following special vision requirements:

· Close vision (clear vision at 20 inches or less)

· Distance vision (clear vision at 20 feet or more)

· Color vision (ability to identify and distinguish colors)

· Peripheral vision (ability to observe an area that can be seen up or down or to the left and right when vision is fixed on a given point)

· Depth perception (three-dimensional vision, ability to judge distances and spatial relationships)

· Ability to adjust focus (ability to adjust the eye to bring an object into sharp focus)

ENVIRONMENTAL WORKING CONDITIONS: 

The following physical conditions and hazards may be encountered while working in this position:

· Indoor environment
· Outdoor environment
Additional Comments

Oconee County is an equal opportunity employer and complies with all applicable employment laws. The Agency will recruit, hire, train, and promote all persons without regarding to race, color, sex, sexual orientation, gender, religion, national origin, age, military status, disability, or history of disability that can be reasonably accommodated, pregnancy, childbirth, or related medical conditions (including, but not limited to, lactation). The Agency will base employment decisions so as to further the principle of equal employment opportunity. The Agency will ensure that promotion decisions are in accordance with the principle of equal employment opportunity by having valid requirements for promotional opportunities. Further, personnel actions will be administered without regarding to the protected characteristics as noted above.
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