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City and Borough  
Sitka, Alaska 
 

Class Specification 
 

 
Class Title 

 
Senior Planner  

 
Class Code Number 

 
 1061                   

 
FLSA Designation  

 
Exempt (Administrative) 

 
Pay Grade and Range 

 
33 

 
Effective Date 

 
08-10-2015 

 
General Statement of Duties 

 
Under limited supervision, performs advanced professional and technical work in the field of 
land use planning. Work involves a leadership role in administrating and implementing the City 
and Borough’s Comprehensive Plan and facilitating programs, policies and procedures relating 
to planning, zoning, code amendments and land development within the City and Borough of 
Sitka. Supervises the Planner I position. Advises the Planning and Community Development 
Director, City and Borough staff and officials and the public in matters pertaining to planning, 
zoning and subdivision issues. Employee must exercise considerable initiative and independent 
judgment in all phases of work. Employee must also exercise tact and courtesy in frequent 
contact with the general public, City and Borough officials, and other governmental agencies. 
Reports to the Planning and Community Development Director. 
 
 Specific Duties and Responsibilities 
 
Essential Job Functions 
 
• Serves as staff liaison to the Planning Commission and other boards, commissions and 

committees as necessary  
• Prepares Planning Commission and Municipal Assembly materials such as memoranda, 

reports, presentations, resolutions and advertisements; coordinates citizen or Planning 
Commission work sessions. 

• Provides staff and administrative support, prepares materials for and attends meetings of 
the Planning Commission and the City and Borough Assembly, including collect, analyzing 
and organizing planning, economic development and related reports to policy makers; 

• Assists the public with inquiries pertaining to various planning issues including, but not 
limited to, zoning, subdivision, and other land use ordinances, comprehensive planning, 
planning processes, and demographics.  

• Processes tidelands lease requests; 
• Issues clearance for land use permits; 
• Supervises, coordinates and reviews the work of the Planner I. 
• Receives and investigates complaints of zoning violations and litter.  Follows up to assure 

that violations are corrected. 
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• Participates in the selection of staff; recommends hiring, promotion, transfer & termination; 
evaluates performance and performs annual performance reviews; approves leave requests 
and resolves conflicts with staff.  

• Coordinates the monitoring and updating of the City and Borough land use ordinances.  
• Analyzes and reports on rezoning proposals and subdivision applications; reviews 

development plans, site plans, and subdivision applications; and conducts site visits as 
necessary.  

• Provides guidance, training, and assistance to staff to ensure program objectives; sets 
standards; reviews work; and advises on interpretation of policies.  

• Assists in the development, amendment, and implementation of the City and Borough 
Comprehensive Plan and other long-range plans and planning initiatives.  

• Participates in review and updates to Zoning Ordinance, Subdivision Ordinance and other 
land use related plans and ordinances. 

• Oversees the subdivision review process and coordinates and serves as the Department 
lead in the final subdivision review process with other City and Borough Departments.  

• Utilizes GIS/mapping products to improve current and long range planning functions. 
Coordinates with the Department of Information Technology in updating the City and 
Borough’s GIS in conjunction with related activities such as rezoning and subdivision 
approvals. Participates in special projects as needed 

• Coordinates planning issues and projects within citizen groups and affected members of the 
public; 

• Serves as a floodplain advisor along with the Building Official; 
• Develops related ordinances, reviews building sites for approval and provides information 

and advice to business organizations as necessary and requested; 
• Provides land use assistance in the removal of junked and abandoned vehicles on private 

property; 
• Keeps immediate supervisor and designated others fully and accurately informed 

concerning work progress, including present and potential work problems and suggestions 
for new or improved ways of addressing such problems; 

• Attends meetings, conferences, workshops and training sessions and reviews publications 
and audio-visual materials to become and remain current on the principles, practices and 
new developments in assigned work areas; 

• Responds to citizens’ questions and comments in a courteous and timely manner; 
• Communicates and coordinates regularly with appropriate others to maximize the 

effectiveness and efficiency of interdepartmental operations and activities; 
• Performs other related duties and participates in special projects as needed.  

 
Required Knowledge, Skills and Abilities 

 
• Comprehensive knowledge the current practices and procedures involved in planning within 

a municipality; 
• Comprehensive knowledge of land use needs and the analysis and recognition of related 

issues; 
• Thorough knowledge of the current practices and procedures involved in economic 

development activities; 
• Thorough knowledge of land development practices; 
• Thorough knowledge of current state and federal grant programs; 
• Thorough knowledge of local government operations; 
• Thorough knowledge of administering zoning and subdivision regulations; 
• Knowledge of regulatory and enforcement principles and procedures including investigation 

and inspection techniques; 
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• Knowledge of Geographical Information Systems (GIS) development and maintenance 
procedures; 

• General knowledge of State and Federal real estate law and land mapping and disposal 
practices; 

• Ability to use GIS, computer graphics and imaging processing software; 
• Ability to communicate well with others, both orally and in writing, using both technical and 

non-technical language; 
• Ability to work with citizens who may become emotional concerning official policies and 

regulations and municipal initiatives; 
• Ability to understand and follow oral and/or written policies, procedures and instructions; 
• Ability to prepare and present accurate and reliable reports containing findings and 

recommendations; 
• Ability to perform a wide variety of duties and responsibilities with accuracy and speed under 

the pressure of time-sensitive deadlines; 
• Employs imagination and creativity in the application of duties and responsibilities. Is not 

adverse to change. 
 
 Acceptable Experience and Training 

 
• Graduation from an accredited college or university with a Bachelor’s Degree or equivalent 

in Urban Planning, or a closely related field; 
• 5 to 7 years of progressively responsible experience in local planning, supervisory 

experience, or any equivalent combination of training and experience that provides the 
required knowledge, skills, and abilities to perform the work. 

• AICP designation highly desirable.  
 

Performance Indicators 
 
Knowledge of Job: Has thorough knowledge of strategic planning techniques and requirements. 
Has thorough knowledge of land development requirements, regulations and codes. Has 
thorough knowledge of the principals and practices of land use planning. Is able to read and 
interpret site plans, conceptual plans, and subdivision plans. Is able to compile and analyze 
technical and statistical information to prepare reports, plans, policies, and ordinances. Is skilled 
in the preparation of oral and written presentations. Is able to exercise independent judgement 
and initiative in applying standards to a variety of work situations. Is able to exercise 
considerable tact and courtesy in frequent contact with the public. Is able to establish and 
maintain effective relationships as necessitated by work assignments.  
 
Quality of Work: Maintains high standards of accuracy in exercising duties and responsibilities. 
Exercises immediate remedial action to correct any quality deficiencies that occur in areas of 
responsibility. Maintains high quality communication and interacts within department and 
division, and with co- workers and the general public.  
 
Quantity of Work: Maintains effective and efficient output of all duties and responsibilities as 
described under "Specific Duties and Responsibilities."  
 
Dependability: Assumes responsibility for doing assigned work and meeting deadlines. 
Completes assigned work on or before deadlines in accordance with directives, City and 
Borough policy, standards, and prescribed procedures. Accepts accountability for meeting 
assigned responsibilities in the technical, human, and conceptual areas.  
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Attendance: Attends work regularly and adheres to City and Borough policies and procedures 
regarding absences and tardiness. Provides adequate notice to higher management with 
respect to vacation time and time- off requests.  
 
Initiative and Enthusiasm: Maintains an enthusiastic, self-reliant, and self-starting approach to 
meet job responsibilities and accountabilities. Strives to anticipate work to be done and initiates 
proper and acceptable direction for completion of work with a minimum of supervision and 
instruction.  
 
Judgment: Exercises analytical judgment in areas of responsibility. Identifies problems or 
situations as they occur and specifies decision objectives. Identifies or assists in identifying 
alternative solutions to problems or situations. Implements decisions in accordance with 
prescribed and effective policies and procedures and with a minimum of errors. Seeks expert or 
experienced advice and researches problems, situations and alternatives before exercising 
judgment.  
 
Cooperation: Accepts supervisory instruction and direction and strives to meet the goals and 
objectives of same. Questions such instruction and direction when clarification of results or 
consequences are justified, i.e., poor communications, variance with City and Borough policy or 
procedures, etc. Offers suggestions and recommendations to encourage and improve 
cooperation between all staff persons within the department.  
 
Relationships with Others: Shares knowledge with supervisor for mutual and departmental 
benefit. Contributes to maintaining high morale among all department employees. Develops and 
maintains cooperative and courteous relationships with department employees and managers in 
other departments, to project a good image for the community. Tactfully and effectively handles 
requests, suggestions and complaints from other departments and persons in order to maintain 
good will within the City and Borough.  Emphasizes the importance of maintaining a positive 
image within the City and Borough. Interacts effectively with fellow employees, supervisor, 
professionals and the general public.  
 
Coordination of Work: Plans and organizes daily work routine. Avoids duplication of effort. 
Estimates expected time of completion of elements of work and establishes a personal schedule 
accordingly. Attends meetings, planning sessions and discussions on time. Implements work 
activity in accordance with priorities and estimated schedules. Maintains a calendar for 
meetings, deadlines and events.  
 
Safety and Housekeeping: Adheres to all safety and housekeeping standards established by the 
City and Borough and various regulatory agencies. Sees that the standards are not violated. 
Maintains a clean and orderly workplace.  
 
Planning: Plans, directs and uses information effectively in order to enhance activities and 
production of the department and works to see that these expectations are met. Designs and 
formulates ways, means and timing to achieve the goals and objectives of the department and 
the City and Borough 
 
Organizing: Organizes own work as well as that of subordinate staff. Ensures that staff 
members know what results are expected of them and that they are regularly and appropriately 
informed of all City and Borough and department matters affecting them and/or of concern to 
them.  
 
Staffing: Works with other City and Borough officials and management to select and 
recommend employment of personnel who are qualified both technically and behaviorally to 
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meet the needs of the department and City and Borough. Directs the development and training 
of the Planner I in order to ensure that they are properly inducted, oriented and trained.  
 
Leading: Provides a work environment which encourages clear and open communications. Has 
a clear and comprehensive understanding of the principles of effective leadership and how such 
principles are to be applied. Provides adequate feedback to staff so that they know whether their 
performance levels are satisfactory. Commends and rewards employees for outstanding 
performance yet does not hesitate to take disciplinary action when necessary. Exercises 
enthusiasm in influencing and guiding others toward the achievement of City and Borough goals 
and objectives.  
 
Controlling: Provides a work environment which is orderly and controlled. Coordinates, audits 
and controls human and financial resources efficiently and effectively. Coordinates, audits and 
controls the utilization of materials and equipment efficiently and effectively. Has a clear and 
comprehensive understanding of City and Borough standards, methods and procedures.  
 
Delegating: Assigns additional duties to staff as necessary and/or appropriate in order to meet 
department goals, enhance staff abilities, build confidence on the job and assist staff members 
in personal growth. Has confidence in staff to meet new or additional expectations.  
 
Decision Making: Uses discretion and judgment in developing and implementing courses of 
action affecting the City and Borough. When a particular policy, procedure or strategy does not 
appear to be achieving the desired result, moves decisively and definitively to develop and 
implement alternatives.  
 
Creativity: Regularly seeks new and improved methodologies, policies and procedures for 
enhancing the effectiveness of the City and Borough. Employs imagination and creativity in the 
application of duties and responsibilities. Is not adverse to change.  
 
Human Relations: Strives to develop and maintain good rapport with all staff members. Listens 
to and considers suggestions and complaints and responds appropriately. Maintains the respect 
and loyalty of staff.  
 
Formulation: Keeps abreast of changes in operating philosophies and policies of the City and 
Borough and continually reviews office and City and Borough policies in order to ensure that any 
changes in City and Borough philosophy or practice are appropriately incorporated. Also 
understands the relationship between operating policies and practices and morale and 
performance. Works to see that established policies enhance same. 
 
 Required Special Qualifications 

 
• Possession of a driver’s license issued by the State of Alaska. 
 
 Essential Physical Abilities 

  
• Sufficient clarity of speech and hearing or other communication capabilities, with or without 

reasonable accommodation, which permits the employee to communicate effectively; 
• Sufficient vision or other powers of observation, with or without reasonable accommodation, 

which permits the employee to review documents in electronic and hardcopy form; 
• Sufficient manual dexterity with or without reasonable accommodation, which permits the 

employee to operate computers and related equipment; 
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• Sufficient personal mobility and physical reflexes, with or without reasonable 
accommodation, which permits the employee to function in a general office experience and 
visit various work sites throughout the City and Borough including outlying areas. 

 
 
•  •  •   END   •  •  • 
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