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 CITY OF CONCORD 
 CLASS SPECIFICATION 
 
 Date:  04/07/06 
 Code: 3134 
 

Assistant Planner 
 
 
JOB CHARACTERISTICS 
 
Purpose 
Performs research and analyses, report writing, information services, and plans and permits review in sup-
port of development permit processing, zoning and General Plan functions; and performs related and other 
work as required all within the context of the City’s Mission of providing responsive, cost effective, and inno-
vative local government services through a collaborative effort with the community to make Concord a city of 
the highest quality. 
 
Equipment, Methods & Guidelines 
Uses federal, state, and local laws, regulations, and procedures and principles of planning. Uses City vehi-
cles, telephones, and personal computers. 
 
Working Conditions 
Work is conducted primarily in an office setting, but includes visits to proposed construction sites, atten-
dance at meetings held during the workday and occasionally in the evenings. 
 
Physical Demands 
Emphasize speech, hearing, vision, and stamina associated with attendance at evening meetings following 
a normal workday. 
 
Supervisory Guidance Received/Given 
Supervision received is characterized by general supervisory direction and control intended to define objec-
tives and problems. Independently applies the General Plan and Zoning Ordinance to determine confor-
mance; makes independent decisions regarding the appropriate level of review for assigned projects and 
whether the proposed use is allowed. Control over work methods is general, rather than detailed in nature.  
Work assignments, including written staff reports, are reviewed upon completion but before submission.  
Does not supervise other employees. 
 
EXAMPLES OF DUTIES 
1. Functions as the initial contact at the Permit Center counter with the public and applicants, both in per-

son and on the telephone for Planning-related permits; provides information and assistance to develop-
ers, property owners, and the general public regarding laws, policies, regulations, standards, and proce-
dures in respect to the submission of plans and the processing of applications. 

2. Reviews plans and supporting documents and determines application acceptability for minor permits; 
determines permit process type and enters required information into electronic and manual permit track-
ing systems. 

3. Reviews routine, less complicated building and engineering permits to determine compliance with all 
appropriate zoning regulations; reviews and issues planning permits; and calculates planning fees ac-
cording to the City’s Fees Resolution.  Building permits may include but are not limited to: spas, swim-
ming pools, HVAC equipment, tenant improvements, and building remodels and additions.  Planning 
permits may include: accessory structures, fencing and retaining walls, home occupations, lot line ad-
justments, tenant occupancies, secondary living units, and signs.  Engineering related-permits may in-
clude: grading plans, public utility easements, and encroachments. 

4. Reviews, investigates, and processes various plans and applications for residential, office and commer-
cial developments; processes subdivision, variance and use permit applications; determines conformity 
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with laws, policies, regulations, and procedures, including field trips as necessary; recommends actions, 
identifies problems and alternatives. Prepares, and may present, staff recommendations for the Planning 
Commission, Design Review Board, and Zoning Administrator. 

5. Plans and conducts research studies and prepares reports and recommendations regarding land use, 
zoning, urban design, population trends, transportation, and community service needs. 

6. Maintains, updates, and analyzes demographic and other data basic to the Planning function and assists 
with the review, development, and revision of the General Plan, zoning ordinance(s), subdivision ordi-
nance and other policies and procedures. 

7. Prepares initial environmental analyses for development projects and draft mitigation measures and 
monitoring programs. 

8. Prepares a variety of written communications, including analytical reports, commentaries, correspon-
dence, and drafts of proposed revisions to ordinances, policies, and procedures. 

9. Confers with and makes presentations to community groups, other government organizations, advisory 
boards, and other formal and informal groups. 

10. Prepares graphic illustrations, such as maps, charts, graphs and renderings. 

11. Promotes the City’s Mission to make Concord a city of the highest quality by providing responsive, cost-
effective, and innovative government services; understands and subscribes to the vision and values 
adopted by the City in its Mission Statement. 

12. Performs other duties as required. 

 
DESIRABLE QUALIFICATIONS 
 
Knowledge and Abilities 
Working knowledge of the objectives, principles, procedures, standards, practices, and trends in the field of 
city planning; of the implementation of zoning and other municipal ordinances; of the methods used in de-
veloping information essential to modification of General Plan elements; of the application of relevant land 
use, physical design, economic, environmental, and/or social concepts; of basic information resources; of 
relevant mathematical concepts, including basic statistics and statistical analysis; of the terminology, sym-
bols, methods, techniques, and instruments used in Planning; of local government organization; of project 
management techniques; and of the functions and practices of City work units with which coordination is re-
quired. 
 
Ability to perform increasingly responsible and varied assignments under decreasing degrees of supervision; 
to learn and apply those aspects of federal, state, and local laws, regulations, policies, procedures, and 
standards pertinent to assigned areas of responsibility; to accurately interpret laws, regulations, maps, site 
and building plans, and specifications, graphs, and statistical data; to effectively collect, analyze, and sum-
marize information; to prepare clear visual displays, such as maps, graphs, and illustrations; to effectively 
use word processing and spread sheet software; to communicate effectively orally and in writing; to under-
stand and carry out oral and written instructions; and to establish and maintain cooperative and effective re-
lationships with those contacted in the course of work.  
 
Education/Experience 
Any combination equivalent to experience and education that would likely provide the relevant knowledge 
and abilities would be qualifying. Generally, this will require: 
 

Education: Completion of four or more years in City Planning or related college curriculum. 
 
Experience: Two years professional planning experience providing general plan, zoning, or develop-
ment services. 
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Other Requirements 
A California Driver's License and a satisfactory driving record are conditions of initial and continued em-
ployment.  
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