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.

EXECUTIVE DIRECTOR OF CITY DEVELOPMENT

CHARACTERISTICS OF THE CLASS

GENERAL NATURE OF WORK

Directs and manages the Department of City Development and its subsidiary functions in accordance with the ordinances, policies and applicable estate and Federal laws and regulations.

SUPERVISORY RESPONSIBILITY

Direct supervisor of all divisional directors and reviewing officials for all other employees assigned to City Development and Community Development.

WORKING CONDITIONS

Mostly office environment and some outside work.  Some travel and "after hours" work required.

PUBLIC CONTACT

Extensive contact with the public, and with local state and federal officials.  Frequent contact with news media.  Contact is evenly distributed between personal, written and vocal means.

EXAMPLES OF WORK

The following examples are illustrative of the duties assigned to positions of this class.  No attempt is made to be exhaustive in this listing.

* Represents the City as Secretary to the Planning and Zoning Commission, Board of Zoning Appeals, and Metropolitan Planning Organization's Policy Committee.

* Directs and manages the day-to-day operations of the MPO; the CDBG and Tourism Programs; the Clean Community Commission; and the Code Enforcement, Engineering, Building Inspection, and Traffic Operations Divisions.

* Prepares annual and capital budgets for Tourism, Clean Community Commission, Community Development, the MPO and City Development.

* Reviews decisions appealed from the Code Enforcement Officer, City Engineer, Building Official, Traffic Operations Manager and CDBG Program Director.

* Develops departmental policy consistent with City Policy, rules and ordinances and enforces policies of the City, department, Mayor and Council.

* Provides the Mayor and Council with information and advice relative to the department's areas of responsibility and expertise.

* Represents the City at various functions and serves in capacities as directed by the Mayor.

QUALIFICATION OF THE APPLICANT:

Necessary Knowledge, Skills and Abilities

* Must have extensive knowledge of State and Federal rules, laws, and regulations which pertain to City planning, expenditure of public funds, environmental policies, transportation planning, and other developmentally related programs.

* Must possess managerial, planning and analytical skills.

* Must have the abilities to communicate orally and in writing, to think and act responsibly under pressure, to motivate employees, and to interpret complex regulations.

Training and Experience

The following standards express the minimum background of training and experience DESIRABLE as evidence of an applicant's ability to qualify for positions of this class.  Other training and experience, if evaluated as equivalent, may qualify the applicant for the position.

* College degree in public administration, planning, management or related field, plus five years of progressive experience as a Planning Director, City Engineer, Planning and Zoning Officer, CDBG Director or similar position.

