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         Classification Description

ASSISTANT DIRECTOR - PALS
Department:
Planning and Land Services





FLSA:  Exempt
Job Class #:  
034100







Represented:  No

Pay Range:
0E07
Classification descriptions are intended to present a descriptive list of the range of duties performed by employees in this class and are not intended to reflect all duties performed within the job.
 

GENERAL FUNCTION
This is highly responsible professional, administrative, and supervisory work in the management and coordination of the Planning and Land Services Department.  An employee in this classification is responsible for performing a wide variety of managerial, analytical, and coordinating tasks.  Responsibilities include supervising and evaluating the work of professional, technical and clerical staff engaged in resource management, development engineering, code enforcement, current planning, and technical support activities.  The position requires considerable interaction with section supervisors, employees, other County departments and agencies, the general public, and the private business sector involved in the utilization of departmental services; highly developed written skills; effective oral communications; and effective employee relations skills.  Work is performed under the guidance and supervision of the Director of Planning and Land Services who reviews work through regular contact, conferences, reports and overall evaluation of results achieved.    

ESSENTIAL JOB FUNCTIONS
Performs administrative and supervisory functions relative to operational activities and personnel, which includes acting as a contact point for coordination of major projects, determining work priorities, and issuing work assignments. 

Monitors hiring, training, scheduling and assignment of employees.  Counsels employees on performance goals and evaluates job performance.  Provides interpretation of personnel policies; approves or denies use of sick leave, vacation leave, overtime and compensatory time.  Initiates disciplinary action and responds to grievances at the first level; assists with the resolution of sensitive labor relations issues.  Supports County negotiations with bargaining units.

May act as Director of Planning and Land Services in the Director's absence.

May be designated as the Official Building Official for the County.

Oversees the daily operation of the Building and Plans Reviews Division , which includes the inspection and evaluation of buildings and other structures to determine compliance with Washington State Building Code, County Code, etc.  Develops policies and procedures to initiate and follow through on actions to correct situations of non-compliance.

Directs the daily coordination of work schedules for plan review of building construction and equipment installation plans, drawings, and specifications for compliance with adopted codes.

Interacts with the daily operations of the divisions within the department; drafts regulations and facilitates the preparation and maintenance of general departmental plans.

Participates in the coordination, preparation, review and administration of the department's annual operating budget; makes budget presentations to County administrative officials and/or the County Council as required; coordinates grant proposals as necessary in relationship to budget preparation.

Coordinates and participates in staff support for citizen, professional and Ad Hoc Committees 
to facilitate operational issues and promote the goals and objectives of the department.

Acts as an integral member of departmental management team and assists in problem solving of cross-discipline issues.

OTHER JOB FUNCTIONS

May advise groups or make recommendations in all areas of departmental concern.

May prepare speeches, articles, reports and other materials for presentation to citizen advisory groups, other community groups, or public bodies.

Performs other duties as assigned.

KNOWLEDGE, SKILLS AND ABILITIES
Considerable knowledge of the methods and techniques of budget preparation and execution.

Thorough working knowledge of the basic principles of effective management and supervision.

Knowledge of Pierce County organizational structure and relationships of the Department of Planning and Land Services with other County departments, Council, Executive branches of government and outside agencies.

Knowledge of current literature and recent developments in all specific areas of departmental responsibility.

Skill in public relations activities to include speaking before large groups, drafting news releases and stories, articulating division goals and projects to the media, the County Council, or other interested groups.

Ability to effectively assign, evaluate, and supervise professional, technical and administrative staff, including subordinate supervisors.

Ability to mediate and resolve complex permitting issues, controversial planning issues, and administrative problems.

Ability to communicate effectively both orally and in writing.

Ability to establish and maintain effective working relationships with employees, supervisors, officials, other agencies and the general public.

Ability to develop and administer complex administrative policies and procedures, regulations, systems and other activities.

Ability to work under stress and pressure and respond to crises or emergency situations; ability to physically perform the essential functions of the position; and ability to meet the travel requirements of the position.

RECRUITING REQUIREMENTS
Graduation from a four year college or university with major course work in planning, business or public administration, or related field, and five or more years of progressively responsible experience in the public sector, planning and natural resources management or multi discipline planning and development related public facility, including two years in a supervisory capacity of professional, technical and/or administrative personnel.  Additional education or experience may substitute for the recruiting requirements.

Special:

In order to be considered for the position, an applicant must possess certification as a Building Official by the Council of American Building Officials (CABO).
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