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CONTRA COSTA WATER DISTRICT

ASSOCIATE PLANNER

DEFINITION
To perform a variety of professional planning activities involving water demand and availability relative to land use development; to conduct special project research, as assigned; to prepare reports and recommendations relative to assigned area of responsibility; and to exercise technical and functional supervision over professional and technical staff as assigned.

DISTINGUISHING CHARACTERISTICS 

This is the full journey level class within the Planner series. This class is distinguished from the Assistant Planner by the assignment of the full range of professional duties.  Employees at this level receive only occasional instruction or assistance as new or unusual situations arise and are fully aware of the operating procedures and policies of the work unit.  Movement to this level is contingent on meeting performance standards established by the District and the resource management needs of the organization. Advancement from the entry level to the journey level is in accordance with District policies and procedures.

This class is distinguished from the Senior Planner in that the latter performs highly complex and/or sensitive planning activities and may exercise direct supervision over professional staff. 

SUPERVISION RECEIVED AND EXERCISED
Receives direction from professional or management staff.

Exercises technical and functional supervision over technical and professional staff as assigned. 

EXAMPLES OF DUTIES - Duties may include, but are not limited to, the following:

Review environmental documents prepared by other agencies for potential impact on District facilities, property, services, water supply or interests; perform research and field investigations; assemble comments and prepare District response within defined timeliness.

Assist in determination of requirements for the permitting of District projects;  participate in project scoping sessions and public involvement activities; utilize CEQA guidelines to prepare environmental documents for District projects, including initial studies, negative declarations, and Environmental Impact Reports; coordinate Federal environmental requirements with other local agencies' plans and projects.

Conduct analytical research investigations as assigned, regarding environmental or other planning related issues; prepare reports with recommendations for use by management.

Review other department's proposals for consistency with District plans; and provide planning and environmental information to other departments and outside agencies as requested.

Assist in studies related to water demand forecasting, water facility planning, rate structures and economic projections.  

Compile, update, and analyze data on land use, population, urban growth patterns, economic and social trends, industrial development and other demographic data essential to efficient water utility and land use planning.

Coordinate requests from developers, landowners, and others for annexation to obtain water service; prepare resolutions and related documents to initiate annexation process through the Local Agency Formation Commission. 

Represent the District in various public forums and agency meetings as assigned.

Prepare reports, including findings and recommendations for management review and Board action; prepare maps and other graphic representations.

Establish and maintain appropriate files, and prepare correspondence as required.

Build and maintain positive working relationships with co-workers, other District employees and the public using principles of good customer service.

Perform related duties as assigned.

MINIMUM QUALIFICATIONS

Knowledge of:

Principles and practices of land use planning, including Master and General Plan functions.

Federal, State and local environmental and land use laws and regulations, including CEQA, NEPA, and Cortese-Knox as amended.

Current literature, information sources, and research techniques used in environmental, land use, and water utility planning.

Local government organization and functions.

Computer software, including word processing, spreadsheet, data base, and graphics applications.

Business correspondence, report writing, and English usage, spelling, punctuation and grammar.

Modern office procedures, methods and computer equipment.

Ability to: 

Perform independent technical research, including collecting, analyzing, interpreting, and explaining data and information relevant to environmental, land use and utility planning and develop alternatives and recommendations for action.

On a continuous basis, learn to know and understand all aspects of the job.  Intermittently analyze work papers, reports and special projects; identify and interpret technical and numerical information; observe planning activities and problem solve when appropriate; to understand, interpret and explain applicable ordinances, statutes and District policies and procedures.

On a continuous basis, sit at desk or in meetings for long periods of time; twist and reach office equipment; stand, walk, bend, climb, or squat while conducting field checks; write and use keyboard to communicate through written means; visually differentiate between colors on land use maps, and lift or carry weight of 10 pounds or less.

Interpret planning and zoning programs of local jurisdictions as related to utility planning and the provision of water service.

Interpret and explain statistical analysis as applied to environmental, land use and water utility systems.

Prepare reports and graphic presentations, including maps, plans, charts and tables.

Read and understand a variety of maps, specifications, environmental impact reports, ordinances, codes, and regulations relevant to environmental, land use, and water planning.

Obtain information through interview and to work firmly and courteously with the public.

Analyze situations quickly and objectively and to determine proper course of action.

Attend evening and weekend meetings.

Use a computer, calculator, typewriter, telephone, dictation machine, facsimile machine, postage meter, photocopy machine, overhead/slide projector, camera, and video cassette camera and player, and microfilm reader printer.

Communicate clearly and concisely, both orally and in writing.

Prepare clear, complete, accurate, timely and concise written correspondence and reports.

Establish and maintain effective working relationships with those contacted in the course of work.

Experience and Training
Any combination of experience and training that would provide the required knowledge and abilities is qualifying.  A typical way to obtain the required knowledge and abilities would be:



Experience: 

Two years of responsible professional planning experience performing duties similar to an Assistant Planner with the Contra Costa Water District.


Training:


Equivalent to a Bachelor's degree from an accredited college or university with major course work in urban planning, environmental studies, engineering, geography or a related field.

License or Certificate: 

Possession of, or ability to obtain, a valid California driver's license.  
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