CITY OF YELLOWKNIFE
  JOB DESCRIPTION
March, 2013


POSITION TITLE:  Planner                                    POSITION NO.:  #220-110U, 141U, 142U
DEPARTMENT: Planning and Development                                        DIVISION:      Planning
LOCATION:   City Hall                       SUPERVISOR'S TITLE:  Manager, Planning & Lands

SUMMARY OF THIS POSITION
Under the direction of the Manager of Planning and Lands, the incumbent is responsible for preparing land use planning and related projects. The incumbent conducts research studies, reports, and analysis required to develop policy and long range plans to guide the future growth and development of the City of Yellowknife.  The incumbent also acts as a Development Officer for the City of Yellowknife and is responsible for reviewing and issuing development permits and investigating and following up on by-law and permit violations and complaints.  The incumbent's responsibilities respecting the review and issuance of development permits and the related follow-up will vary directly with the demand for the same.

OUTLINE OF DUTIES
· Provides preparation of land use planning by:

-
soliciting input from municipal administration, the public and other government agencies regarding development applications, by-law amendments and other related matters; 

-
participating at meetings of Committees of Council and providing assistance and support as required; 

-
representing the City at Development Appeal Board Hearings, as required by the Manager, Planning & Lands; and

-
providing planning assistance in all land development coordinated by the City.

· Endeavors to ensure orderly use of and development of land in accordance with Council objectives by:

-
making recommendations and verbal presentations on development proposals, planning transactions and other development related matters; and

-
carrying out research and preparing background reports to ensure proper evaluation.
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· Coordinates programs, develops policies and administers and enforces the provisions of the City's Zoning By-law by:

-
receiving and evaluating development permit applications and approving, refusing or recommending thereon pursuant to the City of Yellowknife Zoning By-law and the N.W.T. Planning Act; 

-
preparing Committee reports on conditionally permitted uses pursuant to the Zoning By-law and present same to the appropriate Committee of Council;

-
monitoring development activity and initiating appropriate action as provided for in the Zoning By-law and the N.W.T. Planning Act, to ensure compliance with the provisions of the Zoning By-law.

· Provides information to the general public on policies, procedures and requirements relating to development control, land use and other planning related matters by:

-
answering verbal and written inquiries; and

-
maintaining for inspection by the general public the City Zoning By-law and a register of applications for development, the decisions thereon and the reasons therefore.

· Provides research and recommendations related to the acquisition and disposal of land in accordance with the Land Administration By-law. 

· The incumbent carries out research, prepares background reports and makes recommendations on development schemes, plans of subdivision, General Plan and Zoning By-laws; and planning legislation and policies in effect or under consideration by senior levels of government.

· Performs other related duties as required. 
SPECIFICATIONS
KNOWLEDGE, EDUCATION AND EXPERIENCE
The work requires a thorough knowledge of land-use planning principles, Municipal and Territorial Legislation as well as experience in the use of related mapping and documentation software.  This is normally acquired through graduation with a university degree in urban and regional planning or equivalent and a minimum of three years progressively responsible experience.  Eligibility for membership in the Canadian Institute of Planners is required.
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RESPONSIBILITY
DECISION MAKING
Decisions of a sensitive nature are encountered and discretion is often required in making decisions or recommendations.  Incorrect or improper decisions may result in embarrassment and/or liability to the municipality.  In addition, the Planner is responsible for ensuring that the Zoning By-law and Land Administration By-law and municipal development policies are applied in an accurate, consistent manner.  

CONTACTS
Frequent contacts are required with municipal, territorial and federal government officials, as well as members of City Council and the general public.  Ongoing external communications are crucial to the planning function and must be carried out in an open and diplomatic manner.

PUBLIC SENSITIVITY
Matters dealt with are often of a sensitive nature.  Tact, discretion, confidentiality 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 manner.

SUPERVISION
Supervision of consultants and contractors on a project specific basis will be required at the Manager's discretion.

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 the suitable planning is in place to guide and accommodate future City growth in an orderly fashion.  This involves constant monitoring and dialogue with various municipal and other government officials.
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EFFORT

MENTAL
Duties require the incumbent to exercise independent judgment, problem solving skills and initiative. The complexity and amount of detail related to each function are considerable, requiring good organization, resourcefulness, initiative and common sense.  Long periods of concentrated mental effort are required. 

PHYSICAL
Minimal physical effort is required in performing duties however proper ergonomic principles need to be adhered to as a prevention measure.  

WORKING CONDITIONS
ENVIRONMENT
The work is performed in an office environment with exposure to noise.  There is the requirement for occasional site visits which require the use of proper safety apparel, including safety footwear.  

HAZARDS
There are minimal hazards associated with this position.  Proper safety footwear, hard hats, etc…, are required during site visits.  
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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 and 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 Resources' Authorization
  Date

_________________________________


Department Head’s Authorization
  Date

_________________________________


City Administrator’s Authorization
  Date
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