TRI COUNTY ECONOMIC DEVELOPMENT DISTRICT
JOB DESCRIPTION

Classification Title:		District Planner
FLSA:				Exempt
Date Updated:		November 28, 2011
Supervisor:			Executive Director
Salary Range:		Monthly Salary in accordance with TEDD Matrix 
(Current Range based on FTE: $3,500-$4,100 month DOE – DOQ)
Benefits:			Benefits in accordance with TEDD Policy

Classification Summary:	The position takes the lead on the administrative responsibilities for the development and performance of complex work plans, programs and studies related to the strategies and implementation of the District’s Comprehensive Economic Development Strategy (CEDS) and the Regional Transportation Plan (RTP).

Essential Job Duties:
· Administers and prepares project timelines for the District’s CEDS and RTP including overseeing the appropriate public involvement process.

· Researches, analyzes, drafts, revises and implements long-range plans and other policy level documents associated with the District’s Federal designation from the Economic Development Administration and State designation as the Northeast Washington Regional Transportation Planning Organization.

· Makes presentations and represents the District’s interests on intergovernmental committees to analyze, evaluate and resolve policy issues including a yearly review of local government transportation compliance elements in the Growth Management Act (GMA).

· Prepares and presents oral and visual reports to hearing bodies, committees, community groups and private organizations to explain District policy, the impact of planning and to develop proposed projects.

· Stays abreast of new trends and innovations to provide technical and administrative assistance as planner to the Board of Directors, member communities and organizations, committees and staff. 

· Recognizes and develops appropriate grant and other resource needs and opportunities and when awarded ensure their legal compliance with regulations, requirements and deadlines.

· Participates in preparation of the annual budget and work programs to identify program needs.

· Performs other duties of a similar nature or level. 


Working Environment:
Work is performed primarily in an office setting but requires frequent travel to meetings, conferences and site visits. Attendance of meetings often requires working evening hours and occasionally weekend hours. 

Physical Demands:
Work is mostly sedentary in nature and requires a high degree of concentration, logical reasoning and creative thought process involving more than normal mental strain. Regularly required to use hand to finger, feel objects, tools, controls and enough manual dexterity to write clearly. Ability to see, with or without corrective lenses, to read fine print and detect shades of color. Ability to hear, with or without a hearing aid, and to speak clearly to communicate one-on-one and groups of people. Work involves computer use, and occasional lifting of objects up to 50 pounds such as audio/visual equipment. 

Minimum Qualifications:
Education, Training and Experience Guidelines:
· Bachelor of Arts degree in planning or a closely related field and two+ years of experience in planning process related to regional plans, community development or project review, which included project management and coordination of functional area of development; or a Masters Degree in urban or regional planning, or any combination of experience and education which provides the applicant with the desired skills, knowledge and ability required to perform the job.
· Free of chemical substances use and criminal record.
· Valid Washington State Drivers License.
· References demonstrating honesty, good attendance, dependability, performance and leadership abilities.

Knowledge of:
· Comprehensive knowledge of planning principles, practices and techniques as they relate to all functional areas such as transportation and other areas pertaining to the physical, social, economic and community sustainability. 
· Policies, functions and responsibilities of a rural Planning District.
· Pertinent federal, state and local laws, codes and regulations.
· Research methods and information sources related to transportation and economic development in a rural area.

Ability to:
· Prepare and administer plans based on surveys and analysis of data, citizen participation, and agency consultation.
· Organize and oversee work programs, including monitoring budgets, work schedules, grant requirements, and progress reports.
· Apply, interpret and explain complex legal and administrative information to the public, employees and officials lacking the technical knowledge. 
· Communicate effectively in oral and written form, one-on-one and with groups.
· Prepare clear and concise reports on complex comprehensive and transportation planning issues.
· Analyze problems, identify alternative solutions, anticipate consequences of proposed actions and implement recommendations in support of goals.
· Research, analyze and evaluate new policies and procedures.
· Establish and maintain effective working relationships with those connected in the course of work.

Skills in:
· Capability to use personal computers, word processing, spreadsheets and database software and demonstrate working knowledge of Geographic Information Systems.

This classification specification does not constitute an employment agreement between the District and the employee. Class specifications are intended to present an illustrative description of the range of duties, the scope of responsibility and the required level of knowledge, skills and abilities necessary to describe the primary functions of the job. Specifications are not intended to reflect all duties performed by employees in each position assigned to the class.

Other Information:
· Continued Employment – This position is 100% grant funded and salary is based on the annual renewal of these grants. As such, loss of grant funding may impact the employment status of this position.  
· Evaluations – After the first 90 day probationary period and at least annually. (A sample of the evaluation form will be provided.)
· Distinguishing Characteristics – Public Relations is a major factor for this position since it involves frequent contact with the general public and various public and private officials.
· Team Performance and Office Expectations – As a TEDD team member, I …
· Appreciate, serve and thank our clients and partners.
· Believe in and fully support TEDD’s mission statement.
· Commit myself to work for the achievement of TEDD’s mission.
· Expect excellence in myself and in my team.
· Respect the knowledge/effort/commitment of co-workers, board members & partners.
· Discuss differences and concerns openly.
· Accept honest critique without retribution.
· Support management decisions.
· Meet schedule commitments and keep office informed of time away from office location.
· Respect and preserve our client’s need for privacy and confidentiality.
· Recognize that TEDD’s success comes through the success of our clients and partners.
· Share my knowledge, skills and commitment to excellence and quality.
· Seek to consistently improve myself, my team and the products and services of TEDD.
· Act professionally and with uncompromising personal integrity.
· Continually assess the quality of my work, and the products and services of TEDD.
· Understand that TEDD’s success is my success, and that my success is TEDD’s.
· Offer my knowledge, skills and commitment to the goals of my team.
· Hold myself accountable for my actions.
· Ask for help when it is needed.

If you are the chosen applicant, you will be required to set your signature to the following statement.

I have read and fully understand the job description for the TEDD District Planner. I am able to perform the essential duties and responsibilities of this job (check one) _____ with, or _____ without, any special accommodations. If agreed accommodations are to be made, attach a fully executed separate sheet outlining the accommodations to be made. 

_____________________________________				_____________________
Employee Name								Date
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