POSITION DESCRIPTION

Arrowhead Regional Development Commission

Job Title:

Planner
Division:

ARDC Planning Division
Reports To:

ARDC Planning Director
Classification:
Planner

FLSA Status:
Non-exempt

Job Summary:  Develop or assist in coordinating transportation, land use, recreation and community development plans as well as coordinating GIS mapping projects in the seven county Arrowhead Region of Minnesota.

Primary Duties and Responsibilities:

· Identify potential projects and assist in project development efforts under the guidance of senior or lead staff.
· Write, or assist in writing, proposals for specific projects.
· Develop scopes of work and plans for specific projects under guidance from a senior staff member.
· Carry out all steps laid out in project work plan. 
· Based on scope of project, write plans, reports, working papers or sections of reports.
· Present information and study findings to committees, subcommittees and/or board for review.
· Provide or assist in providing technical assistance to local units of government and the private sector in areas such as meeting facilitation, application preparation, maps, data etc.
· Assist in developing recommendations that provide guidance for establishing effective and feasible solutions to be implemented.
· Coordinate GIS and other digital data to be used during the planning process.
· Provide staff support to advisory committees, subcommittees, and special groups as appropriate.
· Develop working relationships with local officials and regional contacts and familiarize them with ongoing work and products.
· Participate in ARDC Board and Commission meetings, staff meetings, agency strategy efforts and training sessions where appropriate.
· Pursue professional development and training as needed through education, seminars and workshops.
Position Description:  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 and physical demands required, and environmental characteristics encountered.  Reasonable accommodations may be made to enable individuals with disabilities to perform essential job functions.  This position is contingent upon a successful background check.
Education/Experience Requirements:  A four-year degree in a planning related field with two years of pertinent experience; or a two-year degree with at least four years pertinent experience; or a Master’s Degree in a planning related field; or six years pertinent experience.

Other Requirements:  Valid driver’s license is required.  
Competencies:  Solid public presentation and communication skills – ability to help facilitate meetings and group discussions, handle conflict situations, and assist in consensus building when a number of different viewpoints are to be accommodated; excellent writing skills; proficient personal computer skills including email, record keeping, routine database activity, word processing, spreadsheet, graphics, etc.; understanding of  basic traffic modeling concepts; basic working knowledge and familiarity with GIS and spatial analysis; awareness and up-to-date knowledge of regional and legislative issues as they relate to specific projects; self-motivated to work independently and in a collaborative work setting and maintain effective interpersonal work relationships by conducting business in a professional manner; well-organized, using time and resources efficiently; detail oriented with ability to establish priorities, identify and solve problems, handle multiple tasks simultaneously; flexible and adaptable when necessary to modify plans and behavior to meet a goal; ability to maintain stability under pressure.

Language Skills:  Ability to read, analyze, and interpret common scientific and technical journals.  Ability to respond to common inquiries or complaints from customers, regulatory agencies, or members of the business community.  Ability to write speeches and articles for publication that conform to prescribed style and format.  Ability to effectively present information to top management, public groups, and/or boards of directors.

Mathematical Skills:  Ability to work with mathematical concepts such as probability and statistical inference, and fundamentals of plane and solid geometry and trigonometry.  Ability to apply concepts such as fractions, percentages, ratios, and proportions to practical solutions.

Reasoning Ability:  Ability to define problems, collect data, establish facts, and draw valid conclusions.  Ability to interpret an extensive variety of technical instructions in mathematical or diagram form and deal with several abstract and concrete variables.

Physical Demands:  The employee is regularly required to talk and hear.  The employee is frequently required to stand, walk, sit, use hands to finger, handle or feel, and reach with hands and arms.  The employee must occasionally lift and/or move up to 25 pounds.  Specific vision abilities required include close vision, distance, color vision, peripheral vision, depth perception, and ability to adjust focus.

Work Environment:  This position is located in Duluth, MN. Work from home options may be made available in a hybrid model but employees are required to demonstrate successful performance.  While performing duties of this job, the employee is occasionally exposed to moving mechanical parts and outside weather conditions.  The noise level in the office is usually quiet.

Travel:  Valid driver’s license is required.  Position requires moderate travel within the region, attendance at night meetings, and minimal overnight travel. 

The above statements are intended to describe the general nature and level of work being performed by people assigned to this position.  They are not intended to be an exhaustive list of all responsibilities, duties and skills required.
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