Pend Oreille County
Community Development Director
Position Description

DEPARTMENT: Community Development			TITLE: Community Development Director
DATE: December 14, 2016	    				REPORTS TO: Board of County Commissioners 
                                       												
BASIC FUNCTIONS: 

Responsible for managing the Community Development Department (CDD) and operations including: 
current and long-range planning, building permits, code enforcement, and management of county parks. Responsibilities include: establish and successfully implement work plans, programs, policies and procedures as detailed in the Comprehensive Plan; prepares and recommends the department budget and manages controllable expenditures; works cooperatively and effectively with the public and other employees; and participates in regional and statewide planning activities and forums on behalf of the County. Also, advises the Board of County Commissioners on emergent planning issues and matters relating to the compliance with state and federal laws. This position is an exempt, non-union position.
SUPERVISION EXERCISED: 
Works under the direct supervision of the Board of County Commissioners.  Has the delegated power from the Board of Commissioners, to appoint, supervise, train, and discipline according to personnel policies.  

QUALIFICATIONS:
1. Graduation from an accredited four-year college or university with a degree in Planning or Public Administration or an equivalent combination of education, experience and training that provides the required knowledge, skills and abilities.
2. Two or more years of progressively responsible related experience in long range planning, current planning, Growth Management Act implementation, grant writing, GIS mapping, project management experience.  
3. Knowledge of public administration, planning principles and practices, administration of development regulations, grant writing, GIS mapping, economic development, parks planning and management, project management experience.
4. Knowledge of the Growth Management Act of Washington State, the Planning Enabling Act and the Water Resources Management Program.
5. Ability to prepare and analyze complex reports; ability to prepare and effectively administer budgets, ability to effectively supervise staff; ability to establish and maintain effective working relationships with the public, fellow employees, and county officials; ability to effectively communicate orally and in writing.
6. Must possess a valid driver’s license.
7. Must successfully pass a background check, a driving record check and a pre-employment physical.
ESSENTIAL JOB FUNCTIONS:
1. Direct, coordinate, and review all work performed by the Department.
2. Recruit, train, mentor, and evaluate the performance of employees within the Department.
3. Manage consulting contracts and coordinate the activities of County staff and consultants involved in land use planning activities.

4. Develop short and long-term program goals and objectives; administer timelines to effectively accomplish goals and objectives on time and within budget. Evaluate policies and procedures and implement changes to increase work flow or project efficiencies.

5. Develop and monitor the department budget. Forecast needed funds for staffing, equipment, materials and supplies. Establishes and maintains a fee schedule for all land use and building permit activities in accordance with the approved County budget

6. Research, prepare, and submit grant applications and manage grant awards and contracts.

7. Establish and maintain such application forms and administrative procedures as may be necessary to implement County Development Regulations. Periodically review and update forms and streamline procedures.

8. Interpret County ordinances, regulations, and requirements and determine the applicability of the County Development Regulations to proposed projects and development activities.

9. Responsible for the review and approval of land use, shoreline, and related planning applications.

10. Work closely with the Building Official, Building Inspector, and Fire Marshall to implement the International Building Codes as adopted by the County. Verify evidence of an adequate water supply for the intended use of a building (RCW 19.27.097) 

11. Coordinate with other County Departments to provide the efficient and effective delivery of services.

12. Maintain effective working relationships with the Kalispel Tribe and the cities, towns, and special districts in the county. 

13. Serve as the SEPA Responsible Official.

14. Responsible for remedies to any condition found to be in violation of the Pend Oreille County Code and ordinances. 

15. Responsible for the implementation of the Comprehensive Plan, Shoreline Master Program, and the County Parks Plan including the periodic review and update process.
16. Provide staff support to the Board of County Commissioners, Planning Commission, Parks Board, and the Natural Resources Committee. Become familiar with Coordination as it relates to Federal and State agencies. Lead community planning and community development committees and teams. Represent the County in local, regional, and state-wide planning organizations and activities.
17. Administer inter-local planning agreements for the coordinated delivery of planning services in the incorporated areas and designated Urban Growth Areas of the County.
18. Maintain a professional understanding of current and emerging trends and planning issues and advise the Board of County Commissioners on how best to respond.

19. Prepare and present summary reports on Department activities to the Board of Commissioners.

20. Perform other duties as assigned by the Board under directive of Resolution and Contract.                                                                                                                                                                       

WORKING CONDITIONS:
The physical demands and work environment 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. Work involves walking, talking, hearing, using hands to handle, feel or operate objects, tools, or controls, and reaching with hands and arms. Vision abilities required by this job include close vision and the ability to adjust focus.  The noise level in the work environment is usually moderately quiet. This position also requires good listening skills and occasional lifting of up to 50 pounds.  Regular and punctual attendance is required. Participation in early morning, lunchtime, and evening meetings as well as occasional weekend meetings is required.

APRROVED this _14th   day of December, 2016


BOARD OF COMMISSIONERS
PEND OREILLE COUNTY


s/________________________________
Mike Manus, Chair


s/________________________________
Karen Skoog, Vice-Chair


s/________________________________
Stephen Kiss, Member
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