
2016‐2017	BUDGET	QUESTION	

Response	to	Request	for	Information	
	

DEPARTMENT: Development Services 

REQUEST NO.: 209 

REQUESTED BY: Tovo 

DATE REQUESTED: 8/23/16 

DATE POSTED: 8/29/16 

REQUEST:  Please provide job descriptions for the proposed Community Information and 
Planning Manager and Planning Officer positions noted on Volume 1, page 200 and 203 of the 
FY 2017 Proposed Budget. Additionally, please identify how these positions will be funded and 
at what amounts. How many employees will the proposed Planning Manager supervise? Who is 
currently supervising these employees? 

 

RESPONSE: 

The Community Information and Planning Manager will be funded by the Urban Forest 
Replenishment Fund.  The FY 2017 cost for this position is $115,723.  This position will 
supervise 3 employees.  These employees are currently supervised by the Urban Forestry 
Conservation Program Manager. 

In November 2014, six FTEs were transferred from other departments to the Development 
Services Department (DSD) to support the Urban Forestry Program. One of these FTEs has 
since been reclassified into a Division Manager position over the entire Urban Forest Division. 
The proposed Community Information and Planning Manager will be the sixth position of the 
team that supports the Urban Forestry Program. 

The Planning Officer will be funded by the General Fund. The FY 2017 cost for this position, 
which includes seven months’ worth of salary funding, as well as supplies, training and one-
time costs, will be $82,771.  The FY 2018 annualized cost for this position will be $122,212. 

 

Enclosed: 

1) Community Information and Planning Manager Job Description 
2) Planning Officer Job Description 



Community Information & Planning Manager 
 
Purpose: 
  Under minimal direction, conducts the development, integration and coordination of the City's long range 

planning efforts, including strategic objectives and programs in response to the analysis and development of 
economic, demographic, environmental, social, land use and other variables. 

Duties, Functions and Responsibilities: 
  Essential duties and functions, pursuant to the Americans with Disabilities Act, may include the following. Other 

related duties may be assigned. 
1. Initiates development and interpretation of population and economic estimates and projections for use by 
other departments and the public. 
2. Directs the development of long-range planning efforts, including the comprehensive plan and its 
implementation strategies. 
3. Coordinates the short-term strategic planning aspects of the City's service, facility and infrastructure 
development. 
4. Coordinates the physical and jurisdictional aspects of growth and development among other City 
departments and with other government entities. 
5. Formulates strategic planning activities for annexation, thoroughfare plan development, urban design, land 
use, special district planning and zoning, environmental preservation, CIP and other financing strategies. 
6. Prepares and substantiates division budget. 
7. Directs and evaluates professional. 

Responsibilities - Supervisor and/or Leadership Exercised: 
  None. 
Knowledge, Skills, and Abilities: 
  Must possess required knowledge, skills, abilities and experience and be able to explain and demonstrate, with 

or without reasonable accommodations, that the essential functions of the job can be performed. 
Knowledge of the principles of community and urban planning. 
Knowledge of Federal, State and local laws. 
Knowledge of city practice, policy and procedures. 
Knowledge of the functions and organization of municipal government. 
Knowledge of supervisory and management techniques and methods. 
Knowledge of the design and execution of community information/involvement programs. 
Knowledge of fiscal planning and budget preparation. 
Skill in oral and written communication. 
Skill in handling multiple tasks and prioritizing. 
Skill in using computers and related software. 
Skill in data analysis and problem solving. 
Skill in planning and organizing. 
Ability to establish and maintain good working relationships with other city employees and the public. 
Ability to prepare and making public presentations. 
Ability to analyze and evaluate project proposals. 
Ability to work with frequent interruptions and changes in priorities. 
Ability to organize and conduct public meetings. 

Minimum Qualifications: 
  Graduation from an accredited four (4) year college or university with major coursework in Planning, 

Geography, Social Sciences, Landscape Architecture, or planning related field plus four (4) years 
supervisory/management experience in community or regional planning projects. 
Twelve (12) semester hours of relevant graduate college course work may substitute for six (6) months of 
required experience with a maximum substitution of two (2) years. 

Licenses and Certifications Required: 
  None 
Preferred Qualification: 
  Experience implementing urban forest master plans and/or urban forest management plans 

Experience implementing green infrastructure plans, including developing policies that work towards larger 
green infrastructure goals 
Experience developing and documenting strategic partnerships 
Experience coordinating environmental education and outreach programs 
An International Society of Arboriculture Certified Arborist 
Bilingual language skills preferred (English and Spanish) 
Experience analyzing and synthesizing geospatial data 

 



Planning Officer 
 

Purpose: 

  
Under general direction, manages/supervises the daily activities/operations/personnel in support of the city’s 
regional, urban and transportation planning areas. 

Duties, Functions and Responsibilities: 

  

Essential duties and functions, pursuant to the Americans with Disabilities Act, may include the following. 
Other related duties may be assigned. 

1. Develops and implements short and long range plans, programs, and personnel. 
2. Determines goals, objectives, and resource requirements for activities. 
3. Develops, revises, and implements standard operating practice, policy and procedure. 
4. Develops and implements the use of program evaluation tools, analyze the data, and prepare 

evaluation reports. 
5. Conducts needs assessments; research and monitor programs and services to identify gaps. 
6. Prepares, presents, and monitors budget, ensures program's fiscal administration is in accordance 

with standards of accounting for voluntary non-profit organizations and agencies. 
7. Prepares and presents complete, accurate, and timely financial reports to board and funding 

sources. 
8. Prepares narrative material for grant proposals, annual reports, and other documentation. 

Responsibilities - Supervisor and/or Leadership Exercised: 

   Responsible for the full range of supervisory activities including selection, training, evaluation, 
counseling, and recommendation for dismissal 

Knowledge, Skills, and Abilities: 

  

Must possess required knowledge, skills, abilities and experience and be able to explain and demonstrate, 
with or without reasonable accommodations, that the essential functions of the job can be performed. 

 Knowledge of fiscal planning and budget preparation. 
 Knowledge of local city, state, federal, and private service providers and funding sources. 
 Knowledge of community organizing and neighborhood development techniques. 
 Knowledge of city practice, policy, and procedure. 
 Knowledge of supervisory and managerial techniques and principles. 
 Skill in oral and written communications. 
 Skill in planning, coordinating, and implementing community programs and activities. 
 Skill in developing new initiatives and working with service providers to plan and coordinate services. 
 Skill in handling multiple tasks and prioritizing. 
 Skill in conflict resolution and negotiation. 
 Skill in using computers and related software applications. 
 Skill in data analysis and problem solving. 
 Ability to work with frequent interruptions and changes in priorities. 
 Ability to establish and maintain effective communication and working relationships with community 

based organizations, schools, city employees and the public. 

Minimum Qualifications: 

  

 Graduation from an accredited four-year college or university with major coursework in Planning, 
Geography, Social Science, Landscape Architecture, or in a field related to the job, plus seven (7) 
years of related experience in planning, two (2) years of which were in a lead or supervisory capacity. 

 Experience may substitute for education up to a maximum of four (4) years. 

Licenses and Certifications Required: 

  
 Valid Texas Class C Drivers License. 

 

Preferred qualifications:  
 

 At a minimum, ideal candidates will possess the following specific knowledge and abilities: 
 Demonstrate a thorough knowledge of and experience working with multi-modal, people centric, context 

sensitive design, complete streets, and the principles of New Urbanism related to transportation and 
subdivision design. 

 Possess excellent written and verbal communication and a demonstrated ability to make public 
presentations to government staff, city officials, and community organizations/citizens. 

 Demonstrate a thorough knowledge of, and experience working with development and permitting 
processes. 

 Demonstrated experience with conflict resolution in a complicated regulatory environment. 


