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         Classification Description

Community Services Planner 2
Department:
Community Services






FLSA:  Non-Exempt
Job Class #:  
365900







Represented:  No
Pay Range:
0K05
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 professional planning, service coordination, compliance monitoring and technical work for the Pierce County Community Services Department.  Work involves functioning as a member of a planning team responsible for analyzing and evaluating current public and private efforts to meet the needs of low income individuals, along with developing goals and strategies to improve the service system.  
SERIES CONCEPT:  The Community Services Planner 2 is the professional level of the Community Services Planner series.  This classification operates under general direction of an administrative superior.  The Community Services Planner 2 is distinguished from the Community Services Planner 1 by performing work at a greater level of independent functioning and discretion, and advanced complexity in the subject matter and type of work performed.

ESSENTIAL FUNCTIONS:  
· Provide assistance and guidance to various programs or agencies to improve service delivery and meet contract standards.

· Assist in the development of new or expansion of existing programs or services.

· Develop, organize, and conduct training programs, workshops or seminars.

· Review and monitor various programs to ensure compliance with contracts, agency policies, procedures, rules and regulations.
· Review, analyze, and interpret local, state, and federal guidelines, rules and regulations for services funded by the department.
· Conduct program site visits and prepare written results of visits.
· Assist in coordinating efforts to leverage resources to improve the quality of services for a specific population.

· Provide administrative support to community groups as necessary, including evaluation of programs, writing reports and providing needed technical assistance.

· Act as the department liaison for various agencies, programs, boards, and committees; represent the department as a member of a variety of community groups and tasks forces.
· Monitor for contract compliance.  
· Provide administrative and coordinative support to citizen boards. 
· Prepare program and statistical reports, including survey design and analysis.
· Assist in the coordination of program activities with other agencies, departments and staff.

· Maintain regular, predictable and punctual attendance during regularly scheduled work hours at assigned worksite.

· Meet travel requirements of the position.  
· Perform the physical requirements of the position; work within the established working conditions of the position.

· Work a flexible schedule, which may include evenings, weekends, holidays and overtime.

OTHER JOB FUNCTIONS:
· Performs other job functions as necessary.

SUPERVISION RECEIVED AND EXERCISED:  Work is performed under the general direction of an administrative superior and is reviewed periodically for compliance with governing laws and regulations, fulfillment of program objectives, and quality of services provided. This position does not have responsibility to supervise other employees but may serve as team or project lead.

WORK ENVIRONMENT:  The work environment characteristics described herein are representative of those an employee encounters while performing the essential functions of the position.   The Community Services Planner 2 works in an office environment on a daily basis.  Travel to various work sites and/or meeting locations is required.  Work is generally completed on a regularly scheduled basis, however, attendance at meetings or completion of work outside of normal scheduled hours may be required.  Extended periods of concentration and sedentary work at a work station is required.  Work is subject to frequent interruptions and normal office noise.  

PHYSICAL REQUIREMENTS:  The physical demands described herein are representative of those that must be met by an employee to successfully perform the essential functions.   Physical activities required are finger dexterity necessary to operate equipment used in the position, talking, seeing, and hearing.  There is some walking, sitting, bending/stooping, pushing/pulling and minimal lifting associated with the classification as it is currently performed.  Ability to travel to meet with employers, assess worksites and job placements, and/or attend meetings away from the regular work site is required.

KNOWLEDGE, SKILLS AND ABILITIES:
Knowledge of:

· Needs of low-income persons and the resources to fulfill those needs.

· Applicable federal and state laws, rules, regulations, policies and procedures.

· Program planning, management and monitoring principles and practices.

· Program evaluation and assessment techniques.

Ability to:

· Plan and organize various activities.

· Interpret complex rules and regulations.

· Develop and maintain a cooperative professional relationships with service providers and program and agency representatives.

· Conduct site visits and prepare detailed accurate report on assessment results.

· Develop and conduct training programs, work shops and seminars.

· Work effectively with agencies providing services to individuals from various social and economic backgrounds.
· Understand and follow written and verbal instructions.
· Work effectively and productively with others.
· Communicate effectively verbally and in writing to audiences of various social, cultural, ethnic, educational and economic backgrounds.
· Effectively coordinate, perform and complete multiple duties and assignments concurrently and in a timely manner.
KNOWLEDGE, SKILLS AND ABILITIES: (continued)

Ability to: (continued)
· Meet the travel requirements of the position, if any.
· Physically perform the essential job functions of the classification.
MINIMUM REQUIREMENTS TO APPLY:   Graduation from a four-year college or university with major coursework in public or business administration, planning, sociology, economics, or related field and two or more years experience directly related to the duties of the position is required. Additional education or experience may substitute for the minimum requirements.

SPECIAL REQUIREMENTS AND/OR QUALIFICATIONS:  A valid Washington State driver’s license may be required when travel is required of the position.
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