Cty of Capitola
COVMUNI TY DEVELOPMENT DI RECTOR

CENERAL PURPOSE

Perfornms a variety of supervisory, admnistrative, and professiona
work in devel opnment and inplenentation of conmunity devel opnent
pl ans, prograns and servi ces.

SUPERVI SI ON RECEI VED
Wir ks under the general guidance and direction of the Gty Mnager.

SUPERVI SI ON EXERCI SED
Exerci ses supervision over all departnent staff, either directly or
t hr ough subordi nate supervi sors.

ESSENTI AL DUTI ES AND RESPONSI BI LI Tl ES

Manages and supervi ses comunity devel opnent operations to achieve
goals within avail abl e resources; plans and organi zes wor kl oads and
staff assignnents; trains, notivates and eval uates assigned staff;
reviews progress and directs changes as needed.

Provi des | eadership and direction in the devel opnent of short and
| ong range plans and projects; gathers, interprets, and prepares
data for studies, reports and recommendations; coordinates
departnment activities with other departnents and agencies as
needed.

Provi des professional planning and devel opnent advice to counci
menbers and other officials; makes private and public presentations
to supervisors, boards, conm ssions, civic groups and the general
publi c.

Communi cates of ficial plans, progranms, policies and procedures to
staff and the general public.

Assures that assigned areas of responsibility are perfornmed within
budget; perfornms cost control activities; nonitors revenues and
expenditures in assigned area to assure sound fiscal control;
prepares annual budget requests; assures effective and efficient
use of budgeted funds, personnel, materials, facilities, and tine.

Det erm nes work procedures, prepares work schedul es, and expedites
wor kf I ow; studi es and standardi zes procedures to inprove efficiency
and effectiveness of operations.

| ssues written and oral instructions; assigns duties and exam nes
work for exactness, neatness, and conformance to policies and
pr ocedur es.

Mai nt ai ns harnony anong workers and resol ves grievances; _
Perfornms or assists subordinates in performng duties; adjusts
errors and conpl ai nts.
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Prepares a variety of studies, reports and related information for
deci si on- maki ng pur poses.

Supervi ses the devel opment and i npl enmentation of |and use, economc
devel opnent, utility, housing, transportation, park and open space,
facilities, solid waste or other plans and codes to neet the Gty's
needs and any inter-governmental agreenents or requirenents.
Supervises and admnisters comunity devel opnent prograns and
servi ces pursuant to adopted plans, regul ati ons and budgets.

Supervi ses the evaluation of |and use proposals for conformty to
est abl i shed pl ans and ordi nances; eval uates proposal s’ devel opnent
inpact as they relate to the adopted plans of the City and nakes
recommendat i ons.

Supervises the evaluation of Jland use proposals to insure
conpliance with applicable Cty, State or Federal |aws. Oversees
approval of shoreline devel opnent permts, sign permts, short
subdi vision plats, boundary |ine adjustnents, and mnor |and
devel opnent proposals within scope of authority and responsibility.

Resol ves conplex and sensitive custoner service issues, either
personal Iy, by tel ephone or in witing.

Oversees the permtting functions of the departnent, including
application, fee assessnent and collection, application and plan
review, permt issuance, inspection, and occupancy.

Prepares and adm ni sters annual operating budget.

Ensures the nmaintenance of accurate and conplete records of
departnent activities and of records relating to |icenses, permts,
maps, blueprints, overlay, and sketches pertinent to urban planning
and devel opnment prograns and projects.

Provi des staff support to various boards and conm ssions, as needed
and assi gned.

Monitors inter-governnmental decisions and legislative affecting
departnment operations and takes appropriate action.

Serves when needed as a nenmber of a task force or commttee
conposed of city, county, state or private groups.

Prepares and wites grant applications.

Adm ni sters Community Devel opnment Block G ant (CDBG and other
state and Federal grant prograns as assigned.

Serves as Deputy Executive Director of the Redevel opnent Agency,
and supervi ses the Redevel opment Agency's housing prograns.

Oversees the developnent and nmaintenance of a data base of
information for planning and conmunity devel opnment pur poses.
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Responds to local citizens inquiring about community devel opnent,
pl anni ng and zoning regul ati ons and ordi nances; resolves conpl ex
di sputes between planners, program manager and applicants, as
required.

Negoti ates, coordi nates and manages prof essional service contracts.
Serves as a nmenber of various staff comm ttees as assigned.

At t ends prof essional devel opnment wor kshops and conferences to keep
abreast of trends and developnents in the field of municipal
pl anni ng.

PERI PHERAL DUTI ES
Assists city staff in the enforcenent of |ocal ordinances and in
interpreting city codes and nmaster plans.

Assists in designs for parks, streetscapes, |andscapes and ot her
muni ci pal projects including | ow and noderate inconme housi ng.

DESI RED M NI MUM QUALI FI CATI ONS

Educati on and Experience:

(A Graduation from an accredited four-year college or
university with a degree in |and-use planning, urban planning,
public adm nistration or a closely related field, and

(B) Five (5) years experience in community devel opnent; or

(C© Any equival ent conbination of education and experience,
with additional education substituting on a year for year basis for
t he requi red experience.

Necessary Know edge, Skills and Abilities:

(A) Thorough know edge of zoning | aws and conprehensi ve pl ans
including their formation, process of adoption, and enforcenent;
Ext ensi ve knowl edge of planning prograns and processes; Wrking
know edge of personal conmputers and G S applications; Considerable
know edge of HUD Conmunity Devel opment Bl ock Grant and ot her urban
devel opnment prograns.

(B) Skill in the operation of the listed tools and equi pnent.

(C) Ability to communicate effectively orally and in witing
with architects, contractors, developers, owners, supervisors,
enpl oyees, and the general public; Ability to establish effective
working relationships with architects, contractors, developers,
owners, supervisors, enployees, and the general public; Ability to
prepare and anal yze conprehensi ve and technical reports and data.

SPECI AL REQUI REMENTS
Valid California State Driver's License, or ability to obtain one.

TOOLS AND EQUI PMENT USED
Personal conputer, including word processing software; notor
vehi cl e; cal cul ator; phone; copy and fax machi ne.
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PHYSI CAL DEMANDS

The physical demands described here are representative of those
that nmust be nmet by an enployee to successfully perform the
essential functions of this job. Reasonabl e acconmpdati ons may be
made to enable individuals with disabilities to perform the
essential functions.

Wrk is performed nostly in office settings. Sonme outdoor work is
required in the inspection of various |and use devel opnents and
construction sites. Hand-eye coordination is necessary to operate
conputers and various pieces of office equipnent.

Wil e performng the duties of this job, the enployee is frequently
required to talk or hear; sit; use hands to finger, handle, feel or
operate objects, tools, or controls; and reach with hands and arns.
The enpl oyee is occasionally required to stand or wal k.

The enpl oyee nust occasionally lift and/or nove up to 10 pounds.
Specific vision abilities required by this job include close
vi sion, distance vision, peripheral vision, depth perception, and
the ability to adjust focus.

WWORK ENVI RONVENT

The work environnment characteristics described here are
representative of those an enpl oyee encounters while perform ng the
essential functions of this job. Reasonabl e acconmopdati ons may be
made to enable individuals with disabilities to perform the
essential functions.

While performng the duties of this job, the enpl oyee occasionally
wor ks i n outside weather conditions. The enpl oyee is occasionally
exposed to wet and/or hum d conditions, or airborne particles.
The noise level in the work environnent is usually quiet in the
office, and noderate in the field.

SELECTI ON GUI DELI NES
Formal application, rating of education and experience; oral
interview and reference check; job related tests may be required.

The duties listed above are intended only as illustrations of the
various types of work that may be perfornmed. The om ssion of
specific statenents of duties does not exclude them from the
position if the work is simlar, related or a |ogical assignment to
t he position.

The job description does not constitute an enploynent agreenent
bet ween the enpl oyer and enpl oyee and is subject to change by the
enpl oyer as the needs of the enployer and requirenments of the job
change.
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