
 

CITY OF JASPER           

JOB DESCRIPTION 

 

A. IDENTIFICATION INFORMATION 

1. Job Title:  PLANNER 
2. Department:  Planning & Zoning  Division:  N/A 
3. FLSA Classification :  Exempt  Pay Grade:  

 

B. INTRODUCTORY STATEMENT 

This position is an entry - mid level position for planning professionals.  The purpose of this 
position is to provide accurate information to the public, professionals and colleagues regarding 
development within the City of Jasper.  

C. ESSENTIAL JOB FUNCTIONS 

1. Maintains a complete and thorough knowledge of the City’s Zoning, Land Development 
Ordinances and Erosion and Sediment Control for Georgia.  

2. Encourages and promotes a culture of excellent customer service. Answers phones; 
provides accurate information and assistance related to zoning and general land 
development processes; refers to appropriate personnel when necessary. 

3. Prepares responses to zoning verifications and performs verifications for occupational tax 
applications (business licenses). 

4. Assists in interpreting and communicating Zoning Ordinances and Land Development 
Ordinance requirements, processes and standards to the general public and the 
development community. 

5. Assists in processing and preparing staff reports related to re-zoning, conditional use 
permits, annexations, variances, special exceptions and appeals. 

6. Prepares and distributes Planning & Zoning Board agendas and packets; posts agendas 
and packets to the City website; e-mails agendas to media and attends meetings as 
required. 

7. Prepares meeting minutes are signed and recorded per City’s requirements. 
8. Prepares public hearing advertising notices and ensures publication. 
9. Reviews development plans, rezoning, variance and special use permit applications for 

completeness.  
10. Assists in development plan review tracking and reporting. 
11. Assists in research and drafting ordinance amendments. 
12. Assists in site, structural, energy, electrical, plumbing and mechanical inspections. 
13. Maintains and updates electronic and paper records in accordance with department 

retention policies. 
14. Assists in processing open records requests. 
15. Performs other related duties as assigned by the Development Director. 
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D. JOB FACTOR SPECIFICATIONS 

1. Job Requirements 
a. Knowledge Skills and Abilities 

1. Knowledge of development and planning principles and practices. 
2. Knowledge of permit processing and plan review requirements in the State of 

Georgia. 
3. Knowledge of development regulations concerning land use and 

environmental matters. 
4. Knowledge of or related experience and ability to learn GIS system. 
5. Knowledge of research, statistical analysis and report preparation principles. 
6. Knowledge of relevant federal, state and county laws, city ordinances and 

department policies and procedures. 
7. Knowledge of Microsoft Office Suite and Adobe reader. 
8. Skill in maintenance of files and records. 
9. Skill in problem solving. 
10. Skill in prioritizing and planning work. 
11. Skill in interpersonal relations. 
12. Skill in oral and written communication. 
13. Skill in office management. 
14. Ability to perform a considerable volume of detailed work in a complex and 

disruptive environment. 
2. Responsibility 

a. This position has no supervisory responsibilities. 
 

3. Personal Work Relationships 
a. Contacts are typically with co-workers, elected and appointed officials, business 

owners, representatives of other governmental agencies, vendors, contractors, 
architects, engineers, builders and the general public. 

b. Contacts are typically to exchange information, negotiate matters, resolve 
problems and provide services. 
 

4. Physical Effort and Work Environment 
a. The work is typically performed while sitting at a desk or while intermittently 

sitting, standing, stooping, walking, bending. The employee occasionally lifts 
light objects and distinguishes between shades of color. 

b. Site Visits are required for inspections and/or development review.  
 

5. Guidelines 
a. Guidelines include federal general codes and ordinances, land development 

regulations, state laws, Regional Commission guidelines, Water Planning District 
guidelines and Georgia Department of Transportation regulations. These 
guidelines require judgment, selection and interpretation in application. 

6. Complexity and Scope of Work 
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a. The work consists of planning and administrative duties. Frequent interruptions 
contribute to the complexity of the position. 

b. The purpose of this position is to provide general support for the operations of the 
Planning and Development Department. Successful performance helps ensure the 
efficiency and effectiveness of those operations. 

7. Minimum Qualifications 
a. Bachelor’s Degree in planning or equivalent program of study with year of 

experience in planning.  A combination of education and experience may be 
applied.  

b. Experience sufficient to understand the basic principles relevant to the major 
duties of the position, usually interpreted to require one to three years of related 
experience. 

c. Possession of or ability to readily obtain a valid driver’s license issued by the 
State of Georgia for the type of vehicle or equipment operated. 

8. Supervisory Controls 
a. The Planning & Development Director assigns work in terms of department goals 

and objectives. The manager reviews work through conferences, reports and 
observation of department activities. 

In accordance with City of Jasper's Substance Abuse Policy all job applicants offered employment 
will undergo testing for the presence of illegal drugs and alcohol as a condition of employment. In 
the course of employment, employees are subject to random, reasonable suspicion, post-accident, 
and routine fitness for duty testing for illegal drugs and alcohol abuse. Employees are prohibited 
to work under the influence, to possess, to distribute, or to sell illegal drugs in the workplace or 
abuse alcohol on the job. Confirmed positive is reason for denial of employment and/or 
termination. 
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E. APPROVAL SIGNATURES 

I have received a copy of this job description for the position that I will be performing for the City 
of Jasper.  I understand that it is my responsibility to familiarize myself with the information 
provided and agree to perform these job duties to the best of my ability and for the annual salary 
that is provided to me. 

I understand that the information is subject to change as situations warrant and that changes 
supersede, modify or eliminate the current job description.  Changes will be communicated to me 
through a revised job description.  I accept my part of the responsibility for keeping informed of 
these changes and continuing to perform my job duties as assigned to me.  Should I feel that I can 
no longer perform my job as it is described I will inform my employer in writing. 

 
 
Employee (print) 
 
 
Employee (signature)        Date 
 
 
 
 
Department Head (print) 
 
 
 
Department Head (signature)       Date 
 
 
 
City Manager (print) 
 
 
 
City Manager (signature)        Date 
 

 


