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BENTON COUNTY POSITION DESCRIPTION 

 

CLASSIFICATION BAND GRADE SUBGRADE FLSA STATUS 
Technical Analyst C 4 3 Non-Exempt 
POSITION TITLE: Senior Planner POSITION#:  
☐New     ☒Revised   
(Check one)                                

Date: 5/26/2016 

SERVICE TYPE:  AFSCME 
Employee 
Name: 

vacant Department: Community 
Development 

Supervisor:  

FTE:  1.0 Employment Status:       Regular Full Time 
 

Position Summary: 

Performs advanced level planning and development review functions. Serves as lead worker to the other professional 
planners, and represents the department in public forums and inter-agency discussions. Leads projects of significant 
scope, complexity and impact, including drafting local land use laws, conducting/overseeing other long-range planning 
projects, and coordinating multi-departmental planning or review of complex land use proposals.  

 

Essential Duties:   

No. Major Functional Area (MFA) % of Time 
1 MFA: Long–range planning project management. 

Essential Duties: 
 Plan and manage a wide variety of long-range planning projects: 

o Develop a detailed work plan and timeline. Write grant applications and 
manages grants, if available. 

o Develop and implement public engagement plan specific to each project, 
using a variety of methods including presentations to the public, collection of 
input, consensus-building and other methods.  

o Solicit bid proposals, lead selection process, oversee contracted 
professionals and manage contracts. 

o Coordinate with multiple public agencies and community organizations 
o Conduct or oversee project work, including research, drafting of code and 

policy, creation of maps, public hearings and formal adoption by the Board 
of Commissioners. 

o Responsible for clear communication of new code or policies. 
 Manage specific on-going programs, such as the historic resources program or the 

community wildfire protection program. 
o Coordinate volunteer bodies and multi-agency efforts 
o Responsible for program budget, process, products and public interface 

 Represent Benton County in public forums, inter-agency discussions, and official task 
forces of Benton County or other agencies. 

40% 
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2 MFA:  Land Use Requests - complex and/or controversial. 
Essential Duties: 

 Research records, geographic data, applicable law. May include interpreting 
ambiguous laws, maps or environmental impact 

 Conduct site visits to determine impact and make recommendations based on 
research and applicable laws  

 Organize and review input by County departments, outside agencies, legal entities 
and the public. 

 Create maps and other graphics 
 Produce reports and recommend land use decisions based on knowledge and 

research relative to County and state law. 
 Present at public hearings before the Planning Commission and/or Board of County 

Commissioners 
 Communicate complex information to the public in an understandable way. 

30% 

3 MFA: Assisting the Public 
Essential Duties: 

 Make presentations to public groups 
 Explain the County’s land use program, state law, and related topics 
 Research records, geographic data, applicable laws and interpret maps 
 Create informational brochures and content for the departmental website. 

15% 

4 MFA:  Lead Work 
Essential Duties: 

 Guide and review work of Planning Division staff. 
 Supervise interns. 
 Frequently lead internal staff discussions (intra- and inter-departmental) of policy 

questions, applicable law, code interpretations, and specific land use applications. 
 Serve as the Planning Official during absences of the Director, including: supervision 

of the Planning Division; authority to sign/issue land use decisions; oversee quasi-
judicial and legislative public hearings of the Planning Commission and Historic 
Resources Commission. 

 Ensure Planning Division staff follows proper procedures, provides correct 
information to the public, and correctly applies local and state laws. 

 Train planning staff in areas of land use law, departmental procedures, and 
professional development. 

 Provide recommendation on interpretations of the County’s development code. 
 Develop new and improve existing operating procedures for the Planning Division 

(subject to approval by the Director) 
 Provide input to the Director on staff evaluations and on hiring decisions. 
 Participate in the enforcement of land use regulations, assisting or providing 

guidance to code enforcement staff regarding applicable law, determining violations, 
communicating with violators, working to resolution. 

15% 

 Other Duties as assigned  
Percentages should total 100% 100% 

 

Special Requirements: 
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Driver’s license.  Must have knowledge of Geographic Information Systems.  Master’s degree in related field and at 
least four years of progressively responsible experience in land use planning or closely related field, or a bachelor’s 
degree in related field and at least five years progressively responsible experience in land use planning or closely 
related field. 

 

Physical Requirements:  

Reaching, standing, walking, fingering, grasping, feeling, talking, hearing, seeing and repetitive motions.  Occasional 
driving, walking across uneven terrain. 

 

NOTE:  The above job description is intended to represent only the key areas of responsibilities; specific position 
assignments will vary depending on the business needs of the department. 

Employee:        Date:   

Immediate Supervisor:       Date:   

 


