
                                                                                                                   
                                                                                               
 
 
 
 
 
      

Assistant Planner 
Closing Date: July 5, 2022 

 
We’re recruiting to fill one vacancy within the Planning Department.   

 
The City of Piedmont is a charter city of approximately 11,000 residents located in the beautiful Oakland Hills, overlooking the San 
Francisco Bay.  The city, which is virtually built out, consists of established, high-quality single family homes on quiet tree-lined 
streets. Within Piedmont’s 1.8 square-mile area there are five city parks and numerous landscaped areas which offer wooded paths, 
tennis courts, children’s playgrounds and picnic facilities. 
 
DEFINITION 
Under direct and general supervision, performs various professional field and office planning work related to current and advance 
planning, including review of development, architectural design, and land use applications, zoning, site plans, and environmental 
analysis and document review; provides professional support work in managing, implementing, and monitoring environmental and 
transportation related projects and programs; provides complex professional staff assistance to the Director of Planning & Building, 
other departments, and the public in areas of expertise; performs a variety of studies and prepares and presents staff reports; and 
performs related work as required. 
 
SUPERVISION RECEIVED AND EXERCISED 
Receives direct and general supervision from the Director of Planning & Building.  Exercises no direct supervision over staff.  May 
exercise technical and functional direction over and provide training to lower-level staff. 
 
CLASS CHARACTERISTICS 
This is the first experienced-level class in the professional planning series.  Initially under close supervision, incumbents with basic 
planning experience perform professional and technical planning work in current, advance, and/or environmental planning activities.  
As experience is gained, assignments become more varied and are performed with greater independence.  Positions at this level usually 
perform most of the duties required of the positions at the Associate level, but are not expected to function at the same skill level and 
usually exercise less independent discretion and judgment in matters related to work procedures and methods.  Work is usually supervised 
while in progress and fits an established structure or pattern.  Exceptions or changes in procedures are explained in detail as they arise. 
 
EXAMPLES OF TYPICAL JOB FUNCTIONS (Illustrative Only) 
Management reserves the right to add, modify, change or rescind the work assignments of different positions and to make reasonable 
accommodations so that qualified employees can perform the essential functions of the job. Job functions may differ depending on the 
department to which position is assigned. 
 
 Reviews routine to complex commercial and residential development proposals, plans, and applications for design review, 

issuance of zoning clearance and for compliance with appropriate codes, ordinances, standards, laws, rules, regulations, and 
policies. 

 Reviews permit applications and building plans for completeness and compliance with current City codes and regulations; 
provides interpretations of the California Environmental Quality Act (CEQA), Subdivision Map Act, and local environmental 
guidelines; conducts follow-up and re-check and approves or denies submittals. 

 Assists the public at the front counter, on the phone, and via email, answering questions and providing information regarding 
design, zoning, land use, development standards, approved development proposals, and the City’s entitlement process; performs 
plan check functions for various projects; receives and reviews on applications for building permits for completeness. 

 Serves as project manager on planning and development projects, which includes application and plan review, coordination with 
project applicants and other City departments, preparation and posting of legal notices, background research, environmental 
review; preparation of staff reports, scheduling meetings and hearings, monitoring of project implementation to verify substantial 
conformance with approved plans, conditions and mitigation measures; suggests revisions to site plans and architecture; inspects 
project development sites. 

 Oversees, coordinates, and administers regional programs and projects such as climate action, energy management, housing, waste 
management, and transportation; plans, organizes, oversees, and directs all aspects of assigned programs, including legal and 
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regulatory compliance to avoid substantial fines; coordinates with private businesses and governmental agencies regarding the 
program as needed. 

 Participates in General Plan amendments and updates; participates in and makes recommendations regarding policy development; 
observes, identifies, and responds to policy and procedure-related questions and concerns; communicates any observed 
deficiencies to management; participates in creating new policies and procedures as necessary.  

 Prepares and presents staff reports for the City Council, Planning Commission, and various other committees and advisory boards 
as directed; prepares research, reports, maps, and conducts briefings and meetings. 

 Refers to and applies numerous documents including the General Plan, Zoning Ordinance, California Environmental Quality Act, 
Subdivision Map Act, State Planning laws, Municipal Code, Specific Plans, Design Review Guidelines, emergency operations 
manual, historical preservation guidelines, County tax assessor’s maps and records, building and architecture plans, etc. 

 Prepares or assists in preparing and reviewing environmental impact reports; prepares written initial studies, negative declarations, 
and staff reports related to development projects or City projects.  

 Coordinates and performs grants administration and reporting, including researching grant funding sources, evaluating funding 
opportunities relative to City policies, programs, and services, prepares grant proposals, interpreting and complies with funding 
agency regulations and reporting requirements. 

 Reviews and signs off on plans submitted for Building Plan Check and permits.  
 Receives and records code compliance complaints, establishes appropriate files, performs inspections of document violations, 

coordinates actions with those of other agencies, and implements appropriate procedures to correct or resolve each complaint and 
violation. 

 Confers with and advises architects, builders, attorneys, contractors, engineers, and the general public regarding City development 
policies and standards; provides and clarifies information relative to land use, zoning, code interpretation, general plan 
compliance, signage, and other issues. 

 Compiles information for a variety of studies and reports; researches, analyzes, and interprets social, economic, population, and 
land use data and trends; summarizes statistical and demographic information; prepares spreadsheets and establishes and maintains 
a comprehensive database; researches and reviews previous entitlements and City records; develops recommendations and 
prepares written reports on various planning matters. 

 Participates in the implementation and administration of the City’s General Plan and development regulations.  
 Researches, collects, records, analyzes, interprets, and Researches and assists in preparing ordinances for review.  
 Participates in coordinating City planning and development related activities with other City departments and with outside 

agencies. 
 Attends meetings, conferences, workshops, and training sessions; attends and participates in professional group meetings; stays 

abreast of new trends and innovations in the field of urban and transportation planning, traffic engineering, and other types of 
public services as they relate to the area of assignment. 

 May provide technical direction and training to other planning and technical staff. 
 Performs other duties as assigned. 
 
QUALIFICATIONS 
 
Knowledge of: 
 Modern principles and practices, technical and legal issues, applicable laws, codes, and industry standards of urban and regional 

planning, zoning, urban economics, demographics, environmental planning, transportation planning and traffic engineering, and 
program management. 

 Geographic, socio-economic, transportation, political and other elements related to city planning. 
 Comprehensive plans, current planning, and master planning processes, land development and policy development process. 
 Site planning, architectural, and urban design principles. 
 General concepts of architecture, landscaping, grading, drainage, traffic and transportation engineering as they relate to the process 

of urban and transportation planning. 
 Operational characteristics, services, and activities of a comprehensive environmental planning program. 
 Project management and contract administration principles and techniques. 
 Researching and reporting methods, techniques, and procedures. 
 Recent developments, current literature, and sources of information related to planning, zoning, and environmental review. 
 Modern office methods, practices, procedures, and equipment, including computer hardware and software necessary for graphic 

presentation, mapping, and database management. 
 Practices of researching planning and land use issues, evaluating alternatives, making sound recommendations, and preparing and 

presenting effective staff reports. 
 Principles of advanced mathematics and their application to planning work. 
 Methods and techniques of effective technical report preparation and presentation. 
 English usage, grammar, spelling, vocabulary, and punctuation.  
 Techniques for effectively representing the City in contacts with governmental agencies, community groups, various business, 

professional, educational and regulatory organizations, and with property owners, developers, contractors, and the public. 
 Techniques for providing a high level of customer service by effectively dealing with the public, vendors, contractors and City 

staff. 



 
Ability to: 
 Interpret planning and zoning programs to the general public; identify and respond to issues and concerns of the public, City 

Council, and other boards and commissions. 
 Read plans and specifications and make effective site visits. 
 Assess, monitor, and report environmental impact on and of various City programs and services. 
 Analyze site design, terrain constraints, land use compatibility, utilities, and other urban services. 
 Conduct routine research projects, evaluate alternatives, and make sound recommendations. 
 Read, interpret, apply, and explain technical written material and complex Federal, State, and local policies, standard practices and 

procedures, laws, regulations, ordinances, and City planning policies and procedures. 
 Read and understand, analyze, interpret, summarize and present technical drawings, data, and specifications.  
 Perform mathematical and planning computations with precision.  
 Effectively represent the department and the City in meetings with governmental agencies, community groups, and various 

business, professional, and regulatory organizations and individuals. 
 Act in lead role in working groups to facilitate understanding of problems and finding of solutions. 
 Be resourceful, creative, and assertive in finding and pursuing grant funding opportunities for established projects and needs. 
 Coordinate assigned activities with other City departments and agencies as required.  
 Prepare and present clear, concise, and logical written and oral reports, correspondence, policies, procedures, and other written 

materials. 
 Establish and maintain a variety of filing, record-keeping, and tracking systems. Maintain accurate logs and basic written records 

of work performed, databases and vast amount of technical data from multiple sources. 
 Make sound, independent decisions within established policy and procedural guidelines. 
 Work independently, organize and prioritize a variety of projects and multiple tasks in an effective and timely manner; organize 

own work, set priorities, and meet critical time deadlines. 
 Operate modern office equipment including computer equipment and specialized software applications programs. 
 Use English effectively to communicate in person, over the telephone, and in writing. 
 Use tact, initiative, prudence, and independent judgment within general policy, procedural, and legal guidelines. 
 Establish, maintain, and foster positive and effective working relationships with those contacted in the course of work. 
 
 
Education and Experience: 
Equivalent to graduation from an accredited four-year college or university with major coursework in urban planning, community 
development, architecture, business or public administration, transportation planning, traffic engineering, civil engineering, or a related 
field; and one (1) year of professional experience in planning, zoning and related community development activities, or transportation 
planning and traffic engineering. 
 
Licenses and Certifications: 
 Possession of a valid California class C driver’s license and a satisfactory driving record.  The City monitors DMV activity over 

the course of employment. 
 
PHYSICAL DEMANDS 
Must possess mobility to work in a standard office setting and use standard office equipment, including a computer, to inspect City 
development sites, including traversing uneven terrain, climbing ladders, stairs, and other temporary or construction access points; to 
operate a motor vehicle, and to visit various City and meeting sites; vision to read printed materials and a computer screen; and hearing 
and speech to communicate in person, before groups, and over the telephone.  This is primarily a sedentary office classification 
although standing in work areas and walking between work areas may be required.  Finger dexterity is needed to access, enter, and 
retrieve data using a computer keyboard or calculator and to operate standard office equipment.  Positions in this classification 
occasionally bend, stoop, kneel, reach, push and pull drawers open and closed to retrieve and file information.   
 
ENVIRONMENTAL ELEMENTS 
Employees work in an office environment with moderate noise levels, controlled temperature conditions, and no direct exposure to 
hazardous physical substances.  Employees may work in the field and occasionally be exposed to loud noise levels, cold and hot 
temperatures, inclement weather conditions, road hazards, vibration, mechanical and/or electrical hazards, and hazardous physical 
substances and fumes.  Employees may interact with challenging staff and/or public and private representatives in interpreting and 
enforcing departmental policies and procedures. 
 
WORKING CONDITIONS 
May be required to work a varied schedule of hours, which may include evenings, and/or weekends, as needed. 
 
 
 
 



OTHER 
In January 2022, the City implemented a mandatory COVID-19 vaccination policy.  As a condition of employment, employees 
must be fully vaccinated for COVID-19 unless a reasonable accommodation request for a medical or religious exemption has 
been approved by the City.  
 
COMPENSATION    
Monthly Salary as of 7/1/22:  $6,762 - $8,218 
Auto Allowance: $200/per month 
Other: Additional $150/month for obtaining and maintaining American Institute of Certified Planners (AICP) credentials through the 
American Planning Association. 
FLSA Exempt 
 
BENEFITS 
• Medical, with a generous amount of the premium paid by the City 
• Delta Dental Premier, with orthodontia @ $5,000 lifetime maximum, premium paid in full by the City 
• Vision, with the ability for an annual exam, premium paid in full by the City 
• Employee Assistance Plan 
• Life insurance with a value of 2X your annual salary, and long term disability @ 60%, premium paid in full by the City 
• Retirement benefit depends upon membership date: Classic employee CalPERS 2% @ 60, employee share is 7%.  New 

Members 2% @ 62, employee share is currently 6.75%.  The City also participates in Social Security 
• Vacation: Accrue 11 days per year to start at the rate of 6.875 hours per month 
• Personal Leave: In lieu of overtime, from 4 – 10 days of leave with pay each year 
• Holidays: 13 days per calendar year 
• Sick leave accrual @ 9.38 hours per month 
• Deferred compensation and tuition reimbursement available 
• Children of full-time City employees are eligible to attend school in the Piedmont Unified School District.  Additionally, 

employees’ children are eligible to attend the Piedmont Recreation Department (PRD) preschool program, Schoolmates 
programs and PRD run Summer Camps at no charge.  Eligibility to attend these programs are based upon availability.  

 
THE APPLICATION PROCESS 
To be considered for this employment opportunity, a city employment application, supplemental questionnaire, and cover 
letter must be submitted by 7/5/2022. Your cover letter may be addressed to Mr. Kevin Jackson, Planning & Building Director.  
Please apply online at https://piedmont.casellehire.com/jobs/.  The City of Piedmont complies with ADA, is an Equal Opportunity 
Employer and is seeking a diverse candidate pool. Examinations may be assembled, unassembled, written, oral, practical 
demonstration, or any combination thereof. All applicants should alert the personnel officer in advance if any accommodation is 
necessary to perform the job function or test. We comply with the ADA and consider reasonable accommodation measures that may be 
necessary for eligible applicants/employees to perform essential functions.  Hire may be subject to passing a medical examination by a 
city physician, including a drug screen and TB testing, and to skill and agility tests. All offers of employment will be conditional upon 
satisfactory proof of applicant’s authority to work in the U.S. as required by the Immigration Reform and Control Act.   
 
Candidates under final consideration for employment with the City should expect to undergo an employment reference/background 
check that may include, but is not limited to: employment history, confirmation of educational credentials and degrees, licenses 
including driver's license, registrations, certificates, and other credentials as part of the appointment process. Some positions, 
depending on the nature of the work, also require a credit check and a review of Summary Criminal History obtained from the State 
Department of Justice through Live Scan Fingerprinting. 
 
The City reserves the right to close this recruitment at any time and not fill this position. 
 

 
The information contained herein is subject to change and does not constitute either an expressed or implied contract,  

and any provisions contained in this bulletin may be modified or revoked without notice. 
 
 
Human Resources 
120 Vista Avenue, Piedmont, CA 94611 
510-420-3047                     6/14/2022
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