 CLASS TITLE		                             HOUSING / GENERAL PLANNER





EXAMPLES OF DUTIES





1.	Performs very responsible professional responsibilities in carrying out a comprehensive program of planning and community development for the Town.





2.	Under direction of the Director of Community Development, prepares plans and carries out a planning program, consisting of:  management of affordable housing in the community, management of housing programs and projects (including 40B’s), analysis of housing stock (affordable and otherwise), existing and future land use planning, and general planning applications as needed.





3.	Manages the provision and recording of affordable units and the local HOME program. Interfaces with affordable housing officials (state and otherwise). 





4.	Provides professional and technical assistance to various boards and groups, especially concerning applications for affordable housing development; attends public and committee meetings and contributes to setting meeting agendas; assists in the preparation of reports and other support related duties.





5.	Participates in the collection, assembly and analysis of data and information to be used in planning studies and grant applications; makes presentations to appropriate groups and to other public officials.





6.	Participates in research relating to proposed amendments to zoning by-law and/or regulations of the town. 





7.	Prepares graphic materials for the communication of data, plans and proposals, and for grant preparation.





8.	Works cooperatively with departmental clerical support and other departmental staff; oversees and monitors the work of consultants, coordinating efforts with other Town departments and agencies.





9.	As needed, represents the Town in interacting with State and local officials, and with citizen groups and organizations; responds to citizen complaints, inquiries and provides public information as needed.





10.	Compiles periodic and special reports, communications, public information displays and other forms of public information, makes public presentations as appropriate. 





11.	Performs other related duties of the class, as required.





FACTORS





A.	KNOWLEDGE, SKILLS AND ABILITIES





1.	Knowledge of the principles and practices of community development and town planning principles, practices and techniques.





2.	Extensive knowledge of applicable Federal, State and Town laws and regulations, relating to affordable housing, land use and land development.





3.	Considerable knowledge of Federal and State grant programs.





4.	Ability to plan, design and coordinate work in preparing comprehensive research and studies.





5.	Ability to layout, design and coordinate work of a planning function.





6.	Ability to prepare technical reports and formulate recommendations.





7.	Ability to make clear and articulate public presentations of issues and of findings and recommendations.





8.	Ability to communicate effectively with others, both orally and in writing.





9.	Strong computer skills and presentation techniques are required. 





B.   	EDUCATION AND EXPERIENCE





	Candidates for this position must possess a Bachelor’s Degree in City or Regional Planning, Public Policy or other discipline applicable to land use planning and ten years of progressively responsible directly applicable professional experience or a Master’s degree in City or Regional Planning, Public Policy or a related field and five years of progressively responsible directly applicable professional experience.  AICP is desirable.  Experience in working with state and federal housing programs is mandatory.  Candidates must hold a valid Motor Vehicle Operator's license, and be able to demonstrate possession of the required knowledge, skills and abilities to perform this work.








C.	SUPERVISORY CONTROLS





	Incumbent performs work under the general supervision of the Community Development Director, who provides general policy and on-going guidance.  Much work is performed with a high degree of independence.  Federal, State and local laws and regulations relating to this work must be observed and followed.








D.	COMPLEXITY OF WORK





	Guidelines provide only limited assistance in the performance of this type of work, normally found in accepted principles and legislation.  Much of the work involves the application of best practices, ingenuity and creativity to accomplish objectives.  Incumbent is expected to receive and understand varying points of view, and be able to reconcile them with own ideas, in order to move forward with plans and projects.





E.	NATURE AND PURPOSE OF PERSONAL CONTACTS





	Primary contacts are with Town officials, such as:  Community Development Director, Town Administrator, board and public group members, heads of Town departments and agencies for the purpose of discussing plans and options in approach issues and problems.  Other contacts are with other professionals, such as:  state (and other) program managers within work subject areas, engineers and with developers.  Finally, contacts are with community groups, organizations and members of the public for public information purposes.





F.	PHYSICAL DEMANDS/STRESS AND WORK ENVIRONMENT





	Physical demands are minimal, but there is intermittent stress in meeting deadlines, especially those which have a short time frame and those which come at the same time as other deadlines.  Night meetings are of moderate frequency.  The work environment consists of work done at an office, and work performed outdoors at various locations in the community.
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