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 SUPERVISING PLANNER 
============================================================================================== 

 

DEFINITION 
 
Under general direction, supervises and manages professional, technical, and support staff; participates in the coordination, 
administration and management of planning division functions; coordinates and participates in the more difficult analysis of 
various planning activities; manages complex planning projects; performs other related work as required. 
 

DISTINGUISHING FEATURES 

 
This supervisory and managerial class is the fourth level in the professional planning series. Supervising Planner differs from 
Planner I/II/III in that incumbents of the former have responsibility for formulating and administering City policies or programs as 
well as being responsible for full supervision and management of assigned professional, technical, and support staff.  

EXAMPLES OF DUTIES 
 

 1. Plans and organizes work in major functional planning areas such as current or advanced planning, 
environmental review, code compliance, historic preservation, research and evaluation. 

 2. Prepares and/or coordinates preparation of proposed plans, plan revisions, ordinances and other 
recommendations involving planning objectives; assists in coordinating the development, maintenance and 
implementation of the general plan; conducts comprehensive housing, transportation, environmental and land 
use planning. 

 3. Makes recommendations and may make decisions regarding land use and zoning matters. 
4.  Prepares complex technical reports, responses, and position statements with respect to planning ordinances, 

regulations and policies; makes presentations to the City Council, Planning Board, Historical Advisory Board 
and other boards, commissions, community groups, and governmental bodies; serves as secretary to various 
boards and commissions as assigned. 

5. Maintains knowledge of planning trends including legislation, court rulings and professional practices and 
techniques; prepares related policy and procedural recommendations. 

 6 Processes and/or monitors complex projects through the permit process; performs specialized and complex 
aspects of planning projects. 

7. Coordinates with other City departments and other planning agencies on matters relating to assigned planning 
programs; coordinates and directs the work of consultants engaged in planning and related activities; 
oversees the work of staff as assigned.  

 8. May coordinate preparation of and/or prepare environmental review documents in compliance with applicable 
State and Federal requirements for development proposals and City projects; evaluates and reviews various 
environmental reports and publications. 

9. May assist in budget preparation and administration. 
10.  Supervises subordinate planning and support staff, including: prioritizing and assigning work, training, editing 

documents prepared by subordinate staff, and general review of work performed by the team under 
supervision, conducting performance evaluations, may make hiring, termination and disciplinary 
recommendations, as directed. 

 
 

EMPLOYMENT STANDARDS 
 
Education/Experience 
Any combination equivalent to education and experience likely to provide the required knowledge and abilities.  A typical way to 
obtain the knowledge and abilities would be: 
 

Education:  Graduation from an accredited four year college or university with major course work in city or regional 
planning, urban design, or related field. 

 
Experience:  Four years of progressively responsible professional municipal planning experience at least 2 years 
of which shall have been in a supervisory, senior or lead capacity. 
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Knowledge 
Knowledge of municipal planning principles and practices including current and advanced planning, zoning, code 
compliance, environmental review, historic preservation, and design review; land use, physical design, demographics,  
CEQA/NEPA, social and economic concepts; applicable laws and code provisions; municipal government organization and 
operations. Knowledge of principles of supervision, team leadership and project management best practices. Principles 
and techniques involved in the development and maintenance of a comprehensive General Plan, specific plans, and 
community plans.  Principles and techniques involved in the development and maintenance of the Zoning Ordinance, Sign 
Ordinance, CEQA, and Historic Preservation Ordinance. Nomenclature, symbols, methods, practices, techniques, and 
instruments used in planning, drafting, and mapping. Knowledge of principles of computer-based information systems and 
software such as Microsoft Office Suite, Adobe Acrobat PDF viewer/editor, graphics/presentation programs, and 
geographic information systems. 
 
Ability 
Ability to effectively supervise and participate in the coordination, administration and management of assigned Planning 
programs, projects, functions and activities; interpret and apply state, federal and local laws and regulations related to planning 
management; interpret and analyze information and draw valid conclusions ; analyze situations accurately and adopt effective 
courses of action; determine project consequences  and make corresponding decisions and recommendations; prepare studies 
and reports concerning complex matters; set priorities, meet deadlines and make sound decisions; establish and maintain 
accurate records; maintain level of knowledge required for satisfactory job performance; develop and administer assigned 
budgets;; establish and maintain effective working relationships with employees and the general public and supervise, train and 
evaluate assigned staff. Ability to write accurately, clearly and effectively, and to edit the written work of others. Ability to speak 
clearly and effectively before professional, government, civic, and business groups. Read, interpret and analyst architectural 
plans. 
 
Other Requirements 
Possession of a valid California Driver’s License and satisfactory driving record at the time of appointment is required as a 
condition of initial and continued employment only if the operation of a vehicle, rather than the employee’s ability to get to/from 
various work locations in a timely manner, is necessary to perform the essential functions of the position. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


