
 

CITY OF FORT BRAGG 
JOB DESCRIPTION 

JOB TITLE: SENIOR PLANNER    

REPORTS TO: COMMUNITY DEVELOPMENT DIRECTOR TYPE:  MID-MGMT – EXEMPT 

Class specifications are intended to present a descriptive list of the range of duties performed by 
employees in this classification.  Specifications are not to reflect all duties performed within the job. 

POSITION SUMMARY: 

Under direction of the Community Development Director, performs complex and specialized planning 
work in the areas of current and long range planning, and economic development.   

Long Range Planning 

 Participates in staff development programs; 
 Conducts and prepares studies and recommendations for the Planning Commission, City Council, 

and other public committees;  
 Assists with the development of guidelines, policies, ordinances and procedures pertaining to land 

use planning and development;  
 Prepares amendments to Local Coastal Program and General Plan; 
 Performs a wide variety of professional and technical work in collecting, analyzing and presenting 

information relative to City planning and community development functions and activities; 
 Assures compliance with State-mandated Housing Element updates and prepares recommendations 

in support of local housing goals; and 
 Completes special projects as needed. 

 

Current Planning  

 Provides information regarding land use matters to the public;  
 Provides liaison with consultants, developers and staff of other agencies on current planning 

activities;  
 Completes development review for current planning projects, including but not limited to: coastal 

development permits, use permits, subdivisions, design review, CEQA and NEPA review, etc;  
 Participates in project time-line management, including publication of meeting notices and agendas; 

and 
 Prepares staff reports for the Planning Commission and City Council. 
 Develops and administers planning training program for CDD staff. 
 
Economic Development 
 
 Coordinate and support grant applications and reporting;  
 Support ongoing economic development programs and policies; and 
 Make recommendations to City Administration and City Council on economic development efforts in 

Fort Bragg. 
 

Incumbent in this class works at an advanced journey-level on both simple and complex/specialized 
assignments such as large physical projects with significant environmental impacts and mitigation 
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measures, and development of new or complex general plan policies.  Incumbent works independently 
with minimum supervision.  Incumbent may train staff as assigned. 

FAIR LABOR STANDARDS ACT EXEMPTION: 

The incumbent of this position spends more than 50 percent of his/her time as a mid-manager performing 
office work directly related to management policies or general business operations, monitoring 
department work for legal and regulatory compliance, in addition to supervising at least two full-time 
equivalent staff.  The incumbent customarily and regularly exercises discretion and independent 
judgment.  This position is, therefore, “exempt” under the Fair Labor Standards Act. 

ESSENTIAL FUNCTIONS: 

Essential functions may include, but are not limited to, the following: 

Use of hands for typing; reading and writing; giving and receiving oral instructions; oral communication 
with public in person and by telephone; visual observation at meetings; ability to work long hours 
occasionally; driving motor vehicle. 

WORKING CONDITIONS: 

Work is conducted in a normal office setting with no known significant hazards.   

SUPERVISORY GUIDANCE RECEIVED/GIVEN: 

Supervision received is characterized by general administrative support and control rather than direct 
control over methods within the infrastructure of defined departmental objectives. Completed 
assignments may be reviewed upon completion by the Community Development Director, City Manager 
and/or City Attorney. Incumbent may train or oversee project work completed by other City staff. 
Supervisory responsibilities may be assigned. 

DISTINGUISHING CHARACTERISTICS: 

This is the most senior Planner position. Distinguishing characteristics over other Planner positions within 
Community Development: a highly developed ability to work independently and exercise sound judgment 
in the pursuit of the general policies, plans and objectives prescribed for the department.  Ability to 
independently perform planning work and, based upon professional analysis, recommend and implement 
planning policy. 

TYPICAL DUTIES AND RESPONSIBILITIES: 

Current Planning 

 Act as project manager for complex and larger entitlement projects and applications that require 
specialized knowledge and/or experience in interpretation of land use and environmental policies and 
regulations.  Assign projects to other planners and administrative staff in the department and 
supervise work. 

 Lead Planning Commission meetings and hearings and review staff reports from other planners and 
administrative staff in the department. 

 Perform research and compile data for complex or controversial projects, to implement a 
comprehensive plan, for preparation of staff reports, for planning studies, etc. 

 Interpret land use and environmental policies and regulations to the general public, applicants, 
consultants, and representatives of public agencies. 

 Review development applications for completeness and accuracy. 
 Meet with applicants to negotiate proposed permit conditions. 
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 Review comments from the public and City departmental staff; prepare project reports with analysis 
and comments for public distribution, state environmental impacts and recommendations for 
mitigation measures and disposition of the projects. Review data and information received from other 
agencies and incorporate into report recommendations and/or environmental documents. 

 Process use permits, lot line adjustments, coastal development permits, design review permits, 
annexations and variances. 

 Review preliminary and final subdivision plots for compliance with planning laws, codes, and 
regulations. 

 Prepare and present staff reports and environmental documents to decision-makers at public 
hearings; assist other staff in making formal presentations on land use and environmental policies 
and regulations at public meetings. 

 Analyze supportive materials necessary for initial environmental assessments of projects and analyze 
the projects in conjunction with environmental documents to determine consistency with adopted 
State, and City goals, policies, plans and ordinances/resolutions.  Prepare Negative Declarations and 
other environmental documents. 

 Review building permits and requests for business licenses for compliance with zoning codes and 
ordinances. 

 Monitor construction sites and ensures compliance with mitigation measures. 

Long Range Planning 

 Research land use, transportation requirements, community design, resource constraints, 
environmental thresholds, and other development or environmental issues; analyze data to consider 
impacts of development policies, compute descriptive statistics from data to incorporate in report; 
interpret adopted State and City policies, guidelines, ordinances/resolutions, and zoning regulations 
for the public. 

 Develop and assist with Local Coastal Program (LCP) amendments and interface as needed with 
California Coastal Commission staff on the City’s LCP. 

 Review and make recommendations regarding General Plan amendments, zoning changes and 
environmental impact reports. Prepare drafts of new or revised planning and zoning ordinances. 

 Assist in developing and processing amendments to City zoning and subdivision ordinances. 
 Work with advisory committees and/or participate in public workshops to obtain public input on the 

development/revision of policies and programs. 
 Write land use and environmental policies and regulations for inclusion in city ordinances, resolutions, 

general plan, or environmental guidelines. 
 Respond to controversial issues regarding land use and environmental policies and regulations. 
 Review legislation, journals, and periodicals to keep updated on new information. 
 Prepare maps, charts, and other graphic information. 
 Prepare and issue notices of action and permit documents. 
 Perform redevelopment, advanced planning and other duties as assigned. 

Administration 

 Aid in the selection and management of consultants by writing requests for proposals, developing 
contracts, monitoring performance and billings, and reviewing technical analyses and documents. 

 Staff community meetings, including meeting facilitation, agenda setting, and meeting minutes as 
needed.  

 Attend meetings and provide management and peers with status reports on assigned projects. 

MATERIALS, EQUIPMENT AND TOOLS: 

Computer programs such as Microsoft Word, Excel, Power Point, and Access. 
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SPECIAL REQUIREMENTS: 

Possession of a valid Class C or higher California driver’s license. 
Within five-years of hiring date, completion of certified planning examination (AICP).  

DESIRABLE SKILLS, KNOWLEDGE AND ABILITIES: 

Knowledge of:  

 Principles and practices of urban/rural and regional planning and environmental review. 
 Theories, principles and practices associated with land use, development and community planning 

projects. 
 Municipal planning; state planning and zoning laws; Subdivision Map Act; Coastal Act, California 

Environmental Quality Act; and other laws and regulations pertaining to local and regional land use 
planning and development permitting activities.  

 Federal, state and local laws, policies and regulations related to planning and environmental issues 
and regulations pertaining to city/rural community planning. 

 Codes, ordinances and regulations pertaining to City planning. 

Ability to: 

 Compile and analyze relevant information and draw valid conclusions to develop recommendations 
to resolve issues. Make well-reasoned judgments regarding simple and complex issues. 

 Identify and analyze problem situations, establish priorities of action and take appropriate steps to 
resolve those problems identified. 

 Communicate effectively both orally and in writing. 
o Prepare clear and accurate reports. 
o Communicate verbally to explain policies and regulations to others. 
o Write staff reports, policies, ordinances, resolutions, and correspondence using correct 

grammar, spelling, and punctuation. 
o Prepare and give public presentations before decision-making bodies and the general public. 

 Use personal computers and keyboard including Microsoft Word, Excel, Publisher, Power Point, and 
Access Data Base to access and develop reports and create presentations. 

 Interpret regulations and policies. 
 Understand and apply the provisions of various Federal, State, regional and local planning laws and 

regulations. 
 Read and understand site and building plans, architectural drawings, topographical maps, charts and 

graphics used in planning and public works/community development activities. 
 Record and maintain information for future access. 
 Organize work and priorities to meet deadlines. 
 Establish and maintain effective working relationships with co-workers and public. 
 Perform basic math computations involving fractions and percentages. 

MINIMUM EDUCATION/ EXPERIENCE: 

Bachelor’s degree from an accredited college or university, including 15 semester units or 22 quarter 
units of course work in urban/rural and regional planning, environmental studies, or life, physical, or social 
sciences; and four years journey level professional experience in urban/rural and regional planning, 
planning policy development, or environmental review and analysis.   
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DESIRABLE EXPERIENCE/EDUCATION: 

Master’s degree in urban/rural or regional planning, environmental studies, landscape architect, 
architecture; and minimum of five years professional experience in urban/rural and regional planning, 
planning policy development, or environmental review and analysis. Work experience with a coastal city 
government is highly desirable. Planner qualifications verified by the American Institute of Certified 
Planners (AICP) or similar endorsement. 

PHYSICAL REQUIREMENTS: 

Constant sitting in office chair, standing at the customer counter for more than 15 minutes, keyboarding 
and visual contact with computer terminal; frequent walking, writing, bending, and reaching; occasional 
lifting of items weighing less than 30 pounds, reaching and lifting above shoulders, carrying boxes of 
materials from one building to another, driving motor vehicle, climbing flights of stairs several times during 
the day. 

 
 

 
 


