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Elmore County

Class Specification

Land Use and Building Director

Class Code Number:
310 
Pay Grade: 13 
FLSA Designation: 
Exempt
Effective Date: 10/19
General Statement of Duties

Performs advanced planning duties for Elmore County.  Plans, organizes, directs, and manages the Land Use and Building Department for Elmore County; performs related work as required.

Classification Summary
The Director is the chief administrative officer and the head of the Land Use and Building Department. This position is responsible for proper administration and management of all planning, zoning, development and building issues and activities in Elmore County.  Supervision is exercised over subordinate professional, technical and administrative staff.  The Director makes independent decisions and reports to the Board of County Commissioners who review work performance for the effective functioning of the department.  The principal duties of the position are performed in a general office environment, with some field inspection of development sites.  Work requires attendance at evening meetings.

Examples of Work (Illustrative Only)

Essential Duties and Responsibilities

• Manages the overall operation of the Land Use and Building Department;
• Provides daily supervision to all department staff;
• Interviews, hires, trains, disciplines and removes employees in accordance with County personnel policies;

• Prepare detailed budget annually; monitors and administers department budget in accordance with County policy and guidelines for use of public funds;

• Keeps the Board of Commissioners advised of the financial condition of the department and presents recommendations for future needs;

• Assigns and monitors work of department staff and contract consultants;

• Serves as Elmore County Flood Ordinance Administrator;

• Prepares agendas for all regular and special meetings of the Planning and Zoning

     Commission;

• Represents the County in public or private meetings and functions;

• Responds to public inquiries in a timely manner;

• Prepares technical reports and conducts special studies for county officials.

• Administers planning and zoning, flood damage prevention and building ordinances;

• Conducts independent research and prepares plans and reports relating to a wide variety of community development, planning and zoning issues;

• Develops recommendations for new and improved planning and zoning and general community development ordinances, programs and projects;

• Apply and interpret ordinances, codes and other regulations to contractors, developers, engineers, consultants, Planning and Zoning Commission, County Commissioners and the general public;

• Develops and delivers reports and presentations to the County Commissioners and public groups concerning policies, projects and compliance issues;

• Attends meetings, conferences, workshops and training sessions and reviews publications and audio-visual materials to become and remain current on the principles, practices and new developments in assigned work areas;

• Conducts oral presentations and public hearings to inform the public of proposed community development activities, as needed;

• Communicates and coordinates regularly with appropriate others to maximize the effectiveness and efficiency of interdepartmental operations and activities.

• Performs all work duties and activities in accordance County policies, procedures and safety practices.

Other Duties and Responsibilities

• Performs such other duties as may be prescribed by the Idaho Code or required by the Board of County Commissioners;

• Performs other related duties as required.

Knowledge, Skills and Abilities

Knowledge of:

• Urban / rural planning, zoning codes, comprehensive planning, land surveying, civil engineering, building construction, real estate development, utility and public works operations;

• County planning, zoning and building activities and relevant ordinances, regulations and codes;

• Comprehensive and current planning principles, procedures, techniques, and their implications;

• Development regulations concerning land use and environmental matters;

• Socio-economic and demographic research techniques;

• Project Management and leadership principles and practices for teams.

Ability to:

• Make independent decisions, recognizing established procedures and practices;

• Use resourcefulness and tact in meeting new problems and challenges;

• Represent the County, exercise courtesy and good judgment in meeting the needs of the public;

• Prepare reports, plans, and studies to accurately interpret ordinances and codes;

• Write reports clearly and accurately to conveying technical information to the public;

• Establish and maintain effective working relationships with departmental personnel, county and city personnel, developers, economic development personnel, citizen groups, and the public;

• Lead and develop a team of employees;

• Resolve conflicts;

• Provide quality services in a cost-effective manner and to recommend improved methods of performing the work;

• Attend numerous meetings, regularly scheduled during evening hours;

• Learn and apply new skills and knowledge in a consistently changing environment;

• Communicate well with others, both orally and in writing, using both technical and non- technical language;

• Use logical and creative thought processes to develop solutions according to written specifications and/or oral instructions;

• Perform all work duties and activities in accordance with County policies, procedures and safety practices.

• Operate a personal computer using standard or customized software applications appropriate to assigned tasks;

• Make sound and reasonable decisions in accordance with laws, ordinances, regulations and established procedures;

• Integrity, ingenuity and inventiveness in the performance of assigned tasks.

Acceptable Experience and Training

• Bachelor’s degree in community and urban planning or a related field; or
• Extensive (minimum 3 years) practical experience and knowledge of administrative practices in a Planning organization; or
• Any equivalent combination of experience and training which provides the knowledge and abilities necessary to perform the work.

Special Qualifications

• Member of American Institute of Certified Planners (AICP).
• Member of the Idaho American Planners Association
• Valid Idaho Driver’s License.

Essential Physical Abilities

• Sufficient clarity of speech and hearing or other communication capabilities, with or without reasonable accommodation, which permits the employee to communicate effectively on the telephone and in person;

• Sufficient vision or other powers of observation, with or without reasonable accommodation, which permits the employee to review, evaluate and prepare a variety of written documents and materials;

• Sufficient manual dexterity with or without reasonable accommodation, which permits the employee to operate computer equipment and other office equipment;

• Sufficient personal mobility and physical reflexes, with or without reasonable accommodation, which permits the employee to work in an office setting and inspect zoning violations as required.

