CITY OF YELLOWKNIFE

 JOB DESCRIPTION
October 2019

POSITION TITLE:   Director
 POSITION NO:  #220-101M

DEPARTMENT:      Planning and Development

LOCATION:             City Hall
SUPERVISOR'S TITLE:  City Administrator


SUMMARY OF THIS POSITION
Under the general direction of the City Administrator, the Director leads the ongoing effective, efficient and progressive operation of the Planning and Development Department, which includes Planning, Land Administration and Development, as well as Building Services relating to Permitting, Compliance, and Inspections.

Through both external and internal collaboration, this position is responsible for the planning, leadership, management, administration and implementation of all land use planning, development control, land development and land transactions, and all aspects of building permitting and inspections carried out by the municipal corporation.   The Director is also responsible to ensure that the Department is managed effectively to support City and Departmental goals, including the development, formulation and administration of policies to ensure the operational objectives of the divisions are met.  Responsible for overall development and control of departmental capital and operating budgets and efficient operation and control of human and other resources of the department. 

OUTLINE OF DUTIES
· Directs the functions of the Planning and Development Department by: 

-  
Contributing with other members of the senior management team to the overall strategic leadership of the City including input into the establishment of the annual business plan, strategic goals and objectives, policies and corporate initiatives;

-
providing leadership and strategic oversight and guidance to senior staff in the department for planning and implementation of ongoing activities;  

· incorporating the professional advice of the division managers and other senior managers to ensure their standards and objectives are met, and their concerns are understood and resolved satisfactorily as part of the ongoing planning process;
· supporting proactively interdepartmental coordination with other departments on macro projects and initiatives where warranted to ensure a broad comprehensive approach is taken;
· attending all regular Council meetings and special work sessions as required;
· developing and recommending to the City Administrator an effective organization structure for the department that reflects operational needs directed towards accomplishing the objectives established in the City’s Business Plan and Council’s Goals and Objectives;
· ensuring the acquisition and effective management of the fiscal, human and physical resources required by the department in order to fulfill its mandate;  

            -
recommending new and revised policies and programs relative to the planning and development activities of the City, consistent with Council policy, meeting the changing needs of the public and effectively fulfilling Council’s goals and objectives; 
· ensuring the effective functioning of all department operations and that Council policy is implemented, that objectives are achieved and that the department operates within approved funding limits;

· tracking the performance and providing forecasts of the Land Development Fund and the development industry through the provision of annual lot sales, permit fees, and construction permit values in Yellowknife. 

· Directs the research, preparation and analysis of background reports and recommendations on short and long range planning and development matters, permitting, inspections, code compliance and related matters by:
· directing the reports and projects relating to development permit applications, development agreements, land sale agreements, development schemes, plans of subdivisions, general plan and zoning amendments, and lease agreements;
· directing the reports and projects related to national building standards, energy efficiency building practices, territorial building regime coordination including electrical, mechanical, Office of the Fire Marshal and other relevant regulatory regimes which relate to the City’s delivery of building services;
· retaining and supervising consultants and contract services for various tasks, including policy development, the Community Plan, development guidelines, streetscape design, urban design concepts, transportation planning, site remediation, public consultation, landscaping concepts, land use analysis, subdivision design, area development plans, property appraisals, field and legal surveys, etc.., as required; 

· analyzing, recommending and implementing requirements for robust comprehensive planning and development legislative instruments, including related bylaws, preparing and implementing of area or subdivision specific architectural guidelines, controls and standards; 

· participating in Committees as required by the City Administrator. 

· Promotes, monitors and implements the Community Plan by:
· Ensuring the policies of the Plan are considered and adhered to in development schemes and subdivision designs;

· policies are given due consideration in all rezoning applications;

· recommending amendments to Council based on updated information, current and future needs, Zoning By-law requirements, changes in public opinion, or variations of land use and planning policy;

· facilitating the completion of a new Community Plan as required by Territorial legislation. 

· Directs the development control function and administration of relevant bylaws, including the Zoning By-law, the Land Administration Bylaw, the Building Bylaw and the Development Incentive Bylaw.

· Provides leadership through the development of an integrated planning vision on relevant issues relating to the future growth and development of the City in a collaborative manner by:
- 
Exploring future growth and development scenarios with the public and illustrating the impacts and trade-offs of various land use, density, and land development scenarios; 

· working to support reconciliation and Indigenous interests in a holistic way that aligns City needs and broader public interest – e.g., the Akaitcho interim land withdrawals within the City and the boundary between the City and the Yellowknives Dene First Nation, integration of the North Slave Metis homeland interests as well as other parties related to the Duty to Consult;

· developing an integrated transportation and land use model, together with relevant departments, to allow for continual monitoring and assessment of the impacts of transportation network expansion and the implications of modal splits;

· providing the regulatory framework and ongoing management strategy for designation of open space which considers public interest, quality of life, the environment and the economy;

· developing an urban design vision through architectural and site design guidelines, streetscaping, public art and redevelopment concepts to areas targeted for revitalization;
· promoting innovation in building and design through energy efficiency and industry standards;
· establishing a strategy for governance partner collaboration on areas of shared interest, including Yellowknife Bay, the mouth of the Yellowknife River, Joliffe and other islands within city boundaries that enables inter-jurisdictional cooperation and support interests in reconciliation, the environment, transportation, and tourism;

· promoting opportunities for redevelopment, revitalization and affordable housing through creative partnerships and innovative strategies and policies. 

· Directs the administration and processing of land sales and transactions undertaken by the municipal corporation by:
· Ensuring through public and private development that an adequate supply of affordable serviced residential, commercial and industrial land is available;

· ensuring that the necessary By-laws, land transfer documents and lease agreements are prepared in accordance with Territorial policy and legislation with respect to the acquisition and disposal of real property;

· developing detailed costing of the design and development of municipal subdivisions, including forecasting cash flows based on market conditions;

· directing the marketing of all municipal subdivisions in accordance with the Land Administration By-law including lot registration, lot pricing, ballot draw procedures, public advertising and land sale agreements.

· Represents the interests of the City to ensure the orderly use and development of land in accordance with Council objectives by:
· Making recommendations on plans of subdivisions, development proposals and zoning amendments proposed within the municipality;

· coordinating the actions of Administration with respect to the designation, servicing and development of land.

· representing the City and preparing submissions with respect to legislation and policies in effect, or under consideration by senior levels of government. 

· developing immediate and long range land applications on behalf of the City to the Government of the Northwest Territories;

· assessing the municipal impact of Indigenous rights and interests on the City and working toward strategies which are mutually beneficial to both parties;

· working with various levels of government on land matters relating to the remediation and restoration of Con Mine and Giant Mine;

· Fosters partnerships with the public and private sectors to promote long range growth and development opportunities in Yellowknife by:
· Working to ensure a streamlined, timely and efficient process for development and building services;

· seeking funding opportunities from senior levels of government, private sector and various organizations to assist in the achievement of City objectives;

· developing and monitoring incentive programs to encourage reinvestment and redevelopment of key areas of the City through the Development Incentive By-law;

· advising developers on zoning requirements and development opportunities in Yellowknife;

· marketing large parcels of land for development and exploring feasibility of land assembly of strategic parcels in the City to promote revitalization and redevelopment.

· Ensures the general public is kept informed and educated on matters which affect and are affected by planning and development in the municipal corporation by:
· Maintaining and issuing public notification on legislation, policies and development proposals which will impact members of the general public or residents of a particular area;

· affording members of the general public or area residents the opportunity to comment on planning and development related matters where appropriate;
· engaging and informing stakeholders on building best practices and requirements;
· promoting public participation through innovative consultation methods and media and regular open houses on land use, urban design and development issues. 

· Provides leadership to the employees of the department in order to capitalize on their full potential.  This is done by:
· Ensuring that there is a clear definition of the roles and responsibilities of each employee;

· ensuring effective programs are in place to foster the development of the skills and abilities of departmental personnel;

· ensuring appropriate tools, supports, guiding documents, guides are in place to support staff in making consistent, fully informed decisions and recommendations
· ensuring that the short and long range planning and development activities reflect best practices, and are diverse, interesting and challenging to employees; 
· Ensuring that the staff of the department are committed to providing the highest level of public service by creating a supportive, dynamic work environment that results in the continual search for new and more effective, user friendly approaches to fulfilling its mandate;

· encouraging a sense of team work and an understanding of how the Planning and Development  Department contributes to the overall success of the City.  It is necessary to communicate the mission, vision, and strategic direction of the City and the Department to all personnel to create an understanding of the role each plays in accomplishing the City’s goals and objectives;   

· dealing with personnel issues in consultation with the Human Resources Division.  The Director hears and makes decisions on first level grievances submitted by the unionized employees.  

· Drafts legislation, including revising of existing By-laws and writing of new By-laws, as required. 

· Other responsibilities as assigned by the City Administrator. 

SPECIFICATIONS
Knowledge, Education and Experience
The position requires a Masters degree in Urban and Regional planning, eligibility for membership in the Canadian Institute of Planners (CIP) plus a minimum of ten years of senior management experience, preferably in a municipal environment.  A comprehensive knowledge of municipal government, including dealing with Councils, Committees and the public, the National Building Code and related Codes, and land-use planning principles and real property law are required.  The work requires the monitoring and supervision of two functional areas consisting of Planning & Lands and Building Services.  
The ability to assemble factual data for managerial and administrative decision making is important.  Decisions made by the incumbent and recommendations to the City Administrator and to Council have a direct impact on the quality and efficiency of the planning, development and construction practices in the City.  Errors in judgment could result in serious problems of a current and/or long-range nature for the City.  Drafting legislation, financial planning, project management and a capacity for urban design are also requirements.  

RESPONSIBILITY
Decision Making
Decisions of an extremely sensitive nature are encountered and discretion is often required in making decisions or recommendations to Council on development applications and legislative amendments.  Incorrect or improper decisions may result in embarrassment and/or liability to the municipality.  As a designated Development Officer, decisions are issued on Development Permit applications pursuant to the City Zoning By-law.  Any incorrect or unpopular decisions relating to permits are subject to appeal to the Development Appeal Board.  Decisions made by the incumbent in terms of land development directly and significantly affect the financial condition of the City. 

Contacts
The work requires extensive interaction with senior administrative staff of the City and with the public, private sector and other levels of Municipal, Territorial and Federal governments for the purpose of negotiating agreements.  This position provides the communication link between department managers and other senior staff and senior management committees for the giving and receiving of directions, advice or guidance in matters of policy.  As well, the work requires the ability to relate effectively with elected representatives of the City, representatives of other agencies, citizens of the community and the media.  Ongoing external communications are crucial to the planning and development functions and must be carried out in an open and diplomatic manner. 

Public Sensitivity
Matters dealt with are often of a sensitive nature.  Tact, discretion and a high level of accuracy are required in carrying out the work.  Due to the highly visible public profile and political involvement in planning and development issues, a great deal of care must be taken to ensure that matters are dealt with in a fair and objective way.    Due to the enforcement nature of the department, there is a high degree of public sensitivity on a continuing basis and there can be frequent controversy.  

Complexity of Work
Complex problems are encountered.  Many recommendations or decisions involve undertaking research and carrying out negotiations with developers or senior government officials.  A high degree of independent action is required.  The position is responsible for ensuring that suitable planning and land assembly are in place to guide and accommodate future City growth in an orderly and timely fashion.  This involves constant monitoring and dialogue with various municipal and other government officials.  This position is also responsible to direct the division that ensures developers have a Building Permit in place and that all construction is carried out in compliance with the City of Yellowknife Building By-law.  

Supervision
The work requires direct supervision of two managers as well as the indirect supervision of other departmental staff. 
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I have read and understand this job description.  The Human Resources Division has informed me that it is a general description of the duties, responsibilities and qualifications required for my position, which forms the basis for my classification level and against which my performance will be evaluated.

______________________________                                         ______________________________

 Employee’s Signature                                                                Date


______________________________                                         ______________________________

Human Resource’s  Authorization                                              Date

______________________________                                         ______________________________

City Administrator’s  Authorization                                            Date
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