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City of Sebastopol 

Job Description 

 

Job Title: Associate Planner 

Division: Miscellaneous (Mid-Management) 

Department: Planning 

Location: City Hall 

Shift: As Assigned 

Reports To: Planning Director 

Prepared By: K. Svanstrom 

Approved By: City Council 

Approved Date: July 16, 2019 

FLSA Status: Exempt 

 

SUMMARY 

Under the general direction of the Planning Director, performs various complex, professional-level office 

and field planning work related to current and advanced municipal planning, including review of 

development and land use applications, zoning, site plans, and environmental documents; provides 

professional advice and assistance to the public on planning, zoning, permits, and environmental review; 

provides complex professional staff assistance to the Planning Director, other departments, and the public. 

This position requires the ability to exercise sound judgement in the interpretation, application and 

explanation of a wide variety of City policies, procedures and regulations as well as applicable local, State 

and Federal laws. 

 

 

DISTINGUISHING CHARACTERISTICS 

This is a professional-level planning position and is distinguished from the Planning Director in that the 

latter has overall responsibility for all planning functions. The Associate Planner is further distinguished 

from the Assistant Planner position in that the Associate Planner will have more experience, be able to 

operate more independently; work on more complex professional-level work; may attend regional or local 

committee meetings in the Planning Director’s absence; and will provide indirect supervision of technical 

and administrative support staff in the Planning Director’s absence. 

 

SUPERVISION RECEIVED AND EXERCISED 

General direction is provided by the Planning Director; in the absence of the Planning Director, may 

exercise indirect supervision over Planning Department technical and/or administrative support staff.  

 

EXAMPLES OF ESSENTIAL DUTIES AND RESPONSIBILITIES: 

Essential and other important responsibilities and duties may include, but are not limited to, the following: 

 

• Provide information to the public on questions relating to the General Plan, Zoning Ordinance, 

Subdivision Ordinance, and other City regulations, such as; explaining provisions of the 

Ordinance, including zoning and subdivision procedures, rezoning, use permits, variances, lot line 

adjustments, and minor and major subdivisions. 

 

• Provide primary staffing and caseload management for the Design Review Board and Tree Board. 

 

• Review and process development projects, Zoning and General Plan amendments. 

 

• Prepare or supervise the preparation of CEQA documentation (initial studies, etc.). 

 

• Perform plan check reviews of building permit applications. 
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• Perform field checks at sites to ensure consistency with City regulations and project conditions. 

 

• Assist the Planning Director in coordinating with other City Departments on planning matters, 

such as application review, park projects, policy studies, policy development, and other topics. 

 

• Analyze various professional planning studies including, but not limited to, demographics, traffic, 

biological assessments, and arborist reports.  Conduct data collection and research in support of 

planning projects or policies. 

 

• Attend, along with the Planning Director, (evening) meetings of the Planning Commission and 

other bodies.  Prepare and present staff reports for the Tree Board, Design Review Board, Public 

Art Committee, Planning Commission, and City Council on planning matters. 

 

• Represent the City and attend meetings of various committees and special projects, such as the 

County Bicycle and Pedestrian Advisory Committee. 

 

• Coordinate, manage, and oversee consultant work related to planning, parks, and public art 

projects.   

 

• Provide supervision of technical and administrative support planning staff as needed.  

 

• In addition to the duties listed above, under the direction of the Planning Director, the Associate 

Planner will be assigned a combination of current planning projects and/or advanced 

planning/policy updates, depending on experience and qualifications (such as, updates to design 

guidelines, policies/procedures, zoning ordinances, etc.).  

 

• Perform other duties as assigned.  

  

 
QUALIFICATIONS 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. 

The requirements listed below are representative of the knowledge, skill, and/or ability required. 

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential 

functions. 

 

EDUCATION and/or EXPERIENCE 

The Associate Planner should have knowledge and/or experience with a wide variety of current and/or 

advanced planning projects and issues, possession of a Bachelor's degree from a four-year college or 

university in City Planning or a closely related field; a minimum of two (2) years of professional planning 

experience or an equivalent combination of education and experience. Municipal or regional planning 

experience preferred but not required. A Master's degree in a relevant field may substitute for up to one 

year of experience. 

 

Ability to interact in a positive and helpful manner with members of the public, City staff, and other 

agencies; possession of a strong work ethic and sound organizational skills. 

 

LANGUAGE SKILLS 

Ability to read, analyze, and interpret professional journals, technical procedures, and governmental 

regulations. Ability to write clear, concise, and effective reports, business correspondence, and procedure 

manuals. Ability to effectively present information and respond to questions from groups of managers, 

customers, and the general public. 
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MATHEMATICAL SKILLS 

Ability to calculate figures and amounts such as proportions, percentages, square footages; area, 

circumference, and volume. Ability to apply concepts of basic algebra and geometry. 

 

REASONING ABILITY 

Ability to solve practical problems and deal with a variety of concrete variables in situations where only 

limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, 

diagram, or schedule form. 

 

CERTIFICATES, LICENSES, REGISTRATIONS 

Possession of, or ability to obtain, a valid California Driver's license; possession of AICP certification a 

plus. 

 
OTHER QUALIFICATIONS 

Ability to communicate clearly to the public on matters related to Planning; perform research under 

minimal direction; write clearly and concisely; read basic site and building plans and maps, such as Zoning 

Maps, Assessor's Parcel Maps, and similar planning-related maps. Need to be able to type, use PC-based 

word-processing software, and have basic computer skills.  GIS or other permitting or planning software 

skills a plus. 

 

PHYSICAL DEMANDS 

The physical demands described here are representative of those that must be met by an employee to 

successfully perform the essential functions of this job. Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions. 

 

While performing the duties of this job, the employee is frequently required to sit and talk or hear. The 

employee is occasionally required to stand; walk; use hands to finger, handle, or feel objects, tools, or 

controls; reach with hands and arms; and climb or balance. The employee must frequently lift and/or 

move up to 10 pounds and occasionally lift and/or move up to 50 pounds. Specific vision abilities 

required by this job include close vision, distance vision, color vision, depth perception, and the ability 

to adjust focus. 

 

WORK ENVIRONMENT 

The work environment characteristics described here are representative of those an employee encounters 

while performing the essential functions of this job. Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions. 

 

While performing the duties of this job, the employee occasionally works in outside weather conditions 

and is occasionally exposed to wet and/or humid conditions.  The noise level in the work environment  is 

usually moderate. 


