TOWN OF SAN ANSELMO

ASSISTANT PLANNER/
ASSOCIATE PLANNER

DEFINITION

To perform professional planning duties in the administration of local ordinances and state
and federal statutes governing land use and development; and to assist the public in
understanding and complying with land use and development requirements.

DISTINGUISHING CHARACTERISTICS

ASSISTANT PLANNER - This is the entry level class in the professional Planner series.
This class is distinguished from the journey by the performance of the more routine tasks and
duties assigned to positions within this series. Employees at this level are not expected to
perform with the same independence of direction and judgement on matters allocated to the
journey level.

ASSOCIATE PLANNER - This is the full journey level class within the professional Planner
series. This class is distinguished from the Assistant Planner by the assignment of the full
range of duties assigned. Employees at this level receive only occasional instruction or
assistance as new or unusual situations arise and they are fully aware of the operating
procedures and policies within the department. Positions in this class are flexibly staffed and
are normally filled by advancement from the entry level.

This class is distinguished from the Senior Planner in that the latter exercises significant
independent judgement, has regular and continuing responsibility to manage complex and
sensitive planning projects, and may provide lead supervision to lower level professional staff.
SUPERVISION RECEIVED AND EXERCISED

Assistant Planner

Receives general supervision from management staff; and may receive technical and
functional supervision from professional staff.

May exercise technical and functional supervision over clerical and technical staff and
volunteers.




TOWN OF SAN ANSELMO
Assistant/Associate Planner (cont'd)

Associate Planner

Receives direction from management staff.

May exercise technical and functional supervision over clerical, technical, and professional
staff and volunteers.

EXAMPLES OF DUTIES - Duties may include, but are not limited to the following:

Assist the public with information at the public counter and by telephone regarding zoning
and building codes, and land/use development regulations and procedures.

Evaluate private and public development project applications for variances, use permits,
subdivision approval, design review, etc., for conformance to zoning, environmental (CEQA)
and other requirements. Process applications; conduct preliminary and final site reviews;
make recommendations; and present findings at a public hearing.

Conduct environmental assessment of private and public projects prior to project review;
make recommendations regarding the need for an EIR, negative declaration, and relevant
mitigation measures as appropriate.

Coordinate with other Town departments and other public agencies; meet with applicants as

necessary and correspond with applicants and/or their representatives regarding project status;
write staff reports.

Investigate complaints and conduct field inspections; seek compliance regarding code
requirements through written and personal contact; issue warning notices and citations;
conduct follow up inspections; maintain case files; prepare evidence for court proceedings and
testify in court.

Build and maintain positive working relationships with co-workers, other Town employees
and the public using principles of good customer service.

Perform related duties as assigned.

MINIMUM QUALIFICATIONS

Assistant Planner

Knowledge of:

Principles and practices of land use planning and development.







