Disclaimer 

This job description is provided for general informational purposes, may not apply to your city's specific situation and should not be considered a comprehensive description of the job position. It should be used for comparative purposes only. The job description should be tailored to reflect the actual qualifications and job duties relevant for this position in the context of your city. You should consult with a human resources professional and your city attorney before taking any action based on this job description.

NORCROSS

Job Description: Community Development

Job Title: Director

Job Summary: This position is responsible for managing, directing and supervising community development activities for the city.

Major Duties:

* Coordinates the comprehensive city planning process: develops land use and economic goals and objectives, plans capital projects, ensures public involvement in the process, and coordinates the documentation of a city plan.

* Administers the city zoning ordinance: drafts new ordinances, supervises the enforcement of existing ordinances, administers rezoning and appeals, and serves as a member of the area planning commission.

* Serves as official secretary to the Zoning Board of Appeals and Planning and Zoning Board; presents appeals to the boards and processes requests for zoning variances.

* Administers the city land development regulations: issues land development permits, provides information to the public on development issues, and processes appeals.

* Administers the city building codes, including directing the issuance of permits and supervising the provision of building inspection services.

* Supervises the work of departmental personnel, prepares the departmental budget, and monitors expenditures under the current budget.

* Administers city capital improvement projects, including assisting with the development of budgets, overseeing the design and implementation of improvements, and processing contractor payments.

* Manages the use of the Geographic Information System (GIS) for all departments.

* Facilitates the economic development of the city; oversees activities related to the Downtown Development Authority and related historic preservation functions.

* Administers the annexation process, including processing annexation petitions and meeting with the public to provide annexation information.

* Manages the acquisition of rights-of-way for the city: prepares acquisition documents, negotiates property acquisitions with owners, and records deeds or easements.

* Manages the grants acquisition process: prepares the annual Community Development Block Grant application for the city and prepares applications for other departments as requested.

* Oversees the work of the Americans with Disabilities Act (ADA) Coordinator for

        the city.

* Performs other related duties as assigned.

Knowledge Required by the Position:

* Knowledge of urban planning principles and related laws.

* Knowledge of the developmental needs of the city.

* Knowledge of zoning principles, laws and regulations.

* Knowledge of building construction standards, methods and related codes.

* Knowledge of real estate law.

* Knowledge of city codes, policies and procedures.

* Knowledge of federal regulations affecting city business, including ADA regulations.

* Skill in coordinating the implementation of public policy.
f

* Skill in utilizing a personal computer and various computer-aided design and other

                  applications.

* Skill in preparing and delivering presentations.

* Skill in supervision.

* Skill in oral and written communication.

Supervisory Controls: The City Manager assigns work in terms of goals and objectives. Work

is reviewed through reports, conferences, and observation of departmental activities.

Guidelines: Guidelines include land use laws, planning principles, state and federal laws, real

estate law, city codes, construction codes, fire codes, and the federal ADA. These guidelines

require judgment, selection and interpretation in application.

Complexity: This position consists of varied analytical, supervisory and technical assistance

Scope and Effect: The purpose of this position is to manage the development of the city.

Successful performance helps ensure the orderly development of the city, affects the quality of

economic opportunity for city residents, and affects the image of the city.

Personal Contacts: Contacts are typically with the general public, property owners, real estate developers, attorneys, architects, engineers, bankers, landscape architects, elected officials, and city, county, state and federal officials.

Purpose of Contacts: Contacts are typically to provide or exchange information, resolve problems, provide services, motivate personnel, and negotiate matters.

Physical Demands: The work is typically performed with the employee sitting at a desk with intermittent standing, walking or stooping. The employee must be able to distinguish between shades of color.

Work Environment: The work is performed in an office and occasionally at building inspection sites. The employee is exposed to occasional inclement weather.

Supervisory and Management Responsibility: This position has direct supervision over Building Inspector (l) and Administrative Coordinator (1).

Minimum Qualifications:

* Knowledge and level of competency commonly associated with the completion of a baccalaureate degree in a course of study related to occupational field.

Experience sufficient to thoroughly understand the diverse objectives and functions of the subunits in the division/ department in order to direct and coordinate work within the division/department, usually interpreted to require three to five years of related experience.

