
Morristown 

Job Description 

Job Title: Planner  

Job Number: 205.1 

Department: Community Development 

FLSA Status: Non-Exempt 

Range: Grade 11 - $36,228.12 -$52,562.19 

Approved Date: April 10, 2014 

 

Summary: Performs entry-level professional work in the handling of a variety of assignments in 

the Community Development Department; does related work as required. Work is performed 

under the general supervision of the Planning Director. 

 

Essential Duties and Responsibilities include the following yet other duties may be assigned: 

 Assists with the development of current, long-range, transportation, community development 

and/or other planning activities. 

 Provides assistance and development information to the public.  

 Assists in the staff support to various boards and commissions.  

 Assists in the development of various planning maps, files, graphics and records. 

 Reviews plans and requests and prepares reports and recommendations for the Planning 

Commission and City Council.  

 Provides technical service and advice on proposed development to engineers and surveyors. 

 Assists in the development of studies, analyses and recommendations in connection with the 

current and long-range physical, social and economic development of the City. 

 May be assigned specific program duties such as transportation planning, community 

development, current planning, long range planning or developing programs with related 

specific duties and responsibilities. 

 Gathers, selects, compiles and analyzes data pertaining to characteristics of the community. 

 Interprets local regulations and ordinances. 

 Analyzes and summarizes existing conditions, derives conclusions, makes recommendations 

and develops projections such as for population trends, etc. 

 Prepares reports and supports graphic display materials descriptive of research and 

recommendations.  

 Assists in the development of GIS layers of the Planning Department  

 Posts public notice signs on properties proposed for zoning change or annexations. 

 Reviews development plans for compliance with local regulations. 

 Performs related tasks as required. 

 

Marginal Duties and Responsibilities include the following. Other duties may be assigned.  

None. 

 

Supervisory Responsibilities: 

None. 

 

Competencies: 



 Communications: Expresses ideas and thoughts verbally. Expresses ideas and thoughts in 

written form. Exhibits good listening and comprehension. Keeps others adequately informed. 

Selects and uses appropriate communication methods. 

 Dependability: Responds to requests for service and assistance. Follows instructions, responds 

to management direction. Takes responsibility for own actions. Commits to doing the best job 

possible. Keeps commitments. Meets attendance and punctuality guidelines.  

 Judgment: Displays willingness to make decisions. Exhibits sound and accurate judgment. 

Supports and explains reasoning for decisions. Includes appropriate people in decision making 

process. Makes timely decisions.   

 Problem Solving: Identifies problems in a timely manner. Gathers and analyzes information 

skillfully.  Develops alternative solutions. Resolves problems in early stages. Works well in 

group problem solving situations. 

 Initiative: Volunteers readily. Undertakes self-development activities. Seeks increased 

responsibilities.  Takes independent actions and calculated risks. Looks for and takes advantage 

of opportunities. Asks for help when needed.   

 Job Knowledge: Competent in required job skills and knowledge. Exhibits ability to learn and 

apply new skills. Keeps abreast of current developments. Requires moderate supervision. 

Displays understanding of how job relates to others. Uses resources effectively. 

 Quality: Demonstrates accuracy and thoroughness. Displays commitment to excellence. Looks 

for ways to improve and promote quality. Applies feedback to improve performance. Monitors 

own work to ensure quality.  

 Safety and Security: Observes safety and security procedures. Determines appropriate action 

beyond guidelines. Uses equipment and materials properly. Reports potentially unsafe 

conditions. 

 Planning and Organization: Uses time efficiently. Plans for additional resources. Integrates 

changes smoothly. Sets goals and objectives. Works in an organized manner. 

 

Required Education and/or Experience: 

Bachelor’s Degree (B.A., B.S.) or equivalent; or one to three years related experience and/or 

training; or equivalent combination of education and experience. 

 

Knowledge, Skills, and Abilities: 

General knowledge of the principles and practices of City planning; general knowledge of 

economics, sociology and municipal finance as applied to City planning; general knowledge of 

current literature and recent developments in the field of City planning; ability to analyze and 

systematically compile technical and statistical information and to prepare technical reports; 

ability to prepare and present technical information clearly and in an interesting manner to lay 

groups and the public; ability to establish and maintain effective working relationships with 

professional colleagues, employees and representatives of other public agencies; 

 

Certificates, Licenses, Registrations: 

Must possess a valid Driver’s License.  

 

Physical Demands: 

While performing the duties of this job, the employee is regularly required to stand; walk; sit; use 

hands to finger, handle, or feel; reach with hands and arms; climb or balance; stoop, kneel, crouch, 



or crawl; talk or hear and taste or smell. Specific vision abilities required by this job include close 

vision, distance vision, color vision, peripheral vision, depth perception and ability to adjust focus. 

The physical demands 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. 

 

Working Environment: 

The noise level in the work environment is usually quiet to moderate. 

 

The work environment characteristics described here are representative of those an employee 

encounters while performing the essential functions of this job. Reasonable accommodations 

may be made to enable individuals with disabilities to perform the essential functions. 

 

Signature/Approval 

 

__________________________________________ ______________________ 

Employee      Date 

__________________________________________ ______________________ 

Supervisor      Date 

__________________________________________ ______________________ 

Department Head     Date 

 

The above statements are intended to describe the general nature and level of work being 

performed by individuals assigned to this job.  They are not intended to be an exhaustive list of all 

responsibilities, duties, and skills required of personnel so classified in this position. 

 

 

 


