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Planner 
 

DESCRIPTION OF  WORK:  This class provides consultative/analytical work in planning, developing, 
implementing, evaluating, organizing and promoting operations/process in the related program, specialization, 
and/or field of study. Work involves designing and conducting and evaluating projects and/or planning studies. 
Employees collect, organize and present data; conduct system and/or planning studies; develop, coordinate and 
formulate project proposals; develop services, studies, program objectives and operational plans; evaluate and 
monitor projects; select, collect and analyze data prepare reports; and provide training and consultation in related 
activities and/or programs. Employees are responsible for analyzing information related to program objectives, 
strategies and budget and identify project parameters and select analytical techniques. Employees are responsible for 
process monitoring, analysis and quality improvement. Employees are responsible for developing, communicating, 
training, presenting, advising and assisting citizens, local and government officials, and clients in the applicable 
proposals, plans/programs. 
 
EXAMPLES OF COMPETENCIES: 
 
CONTRIBUTING:     

- Professional Knowledge:  General knowledge of 
technical planning methodology and 
principles/practices of public administration and 
planning in the applicable area.  General 
knowledge of programs, modes, and services in the 
applicable area.   General knowledge of statistical 
and analytical planning techniques applied in the 
collection and analysis of data and information 
pertaining to subject area.  General knowledge of 
the methods and techniques of research and 
evaluation process.  General knowledge of 
applicable state and federal laws, rules and 
regulations. 

 
- Strategic Planning and Decision Making:  

Ability to analyze data using standard 
methodologies to evaluate program and may assist 
in the formulation of recommendations based on 
results of project analysis.  Ability to analyzes 
information related to program objectives, 
strategies and budget and make presentations on 
the analysis.  Ability to develop plans for 
recommendation on applicable areas and designs 
data gathering instruments. Ability to evaluate 
problems related to the services.   

- Communication:  Ability to make oral and written 
presentations on the analysis of project/study and 
participates in meetings with local officials, 
community leaders, representatives project 
consultants and others explaining plans and 
processes.  Ability to recommend course of action. 
Ability to initiate and maintain relationships with 
representatives, co-workers and others.   Ability to 
interact with internal and external clients/customers 
using both oral and written communication skills to 
discuss financial processes or issues.  Ability to 
organize and format reports to comply with 
applicable guidelines and provides appropriate 
documentation to support conclusions. 

 
- Program Management:  Ability to plan short-

term and long-term work assignments to assure 
exemplary customer service and mutually 
beneficial results and to accomplish new work 
initiatives and objectives concurrent with 
maintaining day-to-day operations.   Ability to 
make logical adjustments in methods or 
procedures.  Ability to review work performance 
on an on-going basis through personal observation, 
written reports, conferences with the employees 
and feedback from others with whom they may 
interact.  Ability to manage and guide staff with 
day-to-day work functions in assigned program 
area(s).  

JOURNEY    

- Professional Knowledge:  Considerable 
knowledge of technical planning methodology and 
principles/practices of public administration and 
planning in the applicable area.  Considerable 
knowledge of programs, modes, and services in the 
applicable area.  Considerable knowledge of 
statistical and analytical planning techniques 
applied in the collection and analysis of data and 
information pertaining to subject area.  
Considerable knowledge of the methods and 
techniques of research and evaluation process.  
Considerable knowledge of applicable state and 
federal laws, rules and regulations.   

- Communication:  Ability to represent the 
department in meetings and conferences with local, 
state, and federal government, community leaders, 
representatives, project consultants and others.  
Ability to interact with management, co-workers 
and officials to analyze or resolve issues.  Ability to 
maintain a variety of professional working 
relationships.   Ability to document complex issues 
and articulate written conclusions effectively.  
Ability to interact with officials and executives.    
Ability to review and edit work of others. 
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- Strategic Planning and Decision Making: Ability 
to identify areas where existing systems may 
require modification and research alternatives and 
formulate changes in the structure and the 
preparation of reports for management use.  Ability 
to analyze information related to program 
objectives, strategies and budget and make 
recommendations on the analysis.  Ability to 
assign, review and approve planning of programs. 
Ability to analyze program, services, problems, 
needs and request for assistance.  Ability to 
recommend project priorities.  Ability to assign, 
review and approve planning of programs. Ability 
to analyze program, services, problems, needs and 
request for assistance. 

- Program Management:   Ability to define the 
broad target and identify the monthly, quarterly and 
annual activities to assure exemplary customer 
service and mutually beneficial results.  Ability to 
accomplish major work initiatives and objectives 
concurrent with maintaining day-to-day operations.   
Ability to assess, plan, and evaluate service delivery 
needs.  Ability to develop and implement changes 
in procedures, workflow, and assignments. Ability 
to take a position and advocate a course of action in 
controversial or non-routine situations.  Ability to 
direct a wide variety of projects, and program areas 
requiring considerable initiative and latitude in 
decision-making and problem solving.   

ADVANCED 

- Professional Knowledge:  Thorough knowledge 
of technical planning methodology and 
principles/practices of public administration and 
planning in the applicable area.  Thorough 
knowledge of programs, modes, and services in the 
applicable area.  Thorough knowledge of statistical 
and analytical planning techniques applied in the 
collection and analysis of data and information 
pertaining to subject area.  Thorough knowledge of 
the methods and techniques of research and 
evaluation process.  Thorough knowledge of 
applicable state and federal laws, rules and 
regulations. 

 
- Strategic Planning and Decision Making:  

Ability to formulate the changes in the planning 
systems structure.  Ability to analyze information 
related to program objectives, strategies and 
budget.  Ability to make 
recommendations/projections to management 
concerning the future direction/impact of the 
program.  Ability to administer and/or direct 
planning and management of activities. Ability to 
review completed plans, implementation progress 
and the planning process for consistency with 
program policies and planning methodology. 
Ability to recommend funding priorities and 
evaluate program effectiveness.    

 

- Communication:  Ability to confer with officials 
of lead organizations, citizens’ groups, local 
governing bodies and state and federal agencies, 
institutions, planners and consultants community 
leaders, representatives, project consultants and 
others to assure coordination of effort and 
information exchange with the region.  Ability to 
establish and maintain professional working 
relationships. Ability to interpret compliance and 
make recommendations to top management.  
Ability to document more complex or unique 
issues and articulate written conclusions 
effectively.   

 
- Program Management:  Ability to coordinate 

and collaborate with other business leaders to 
define mutually beneficial long-term, 
comprehensive strategic programs.  Ability to 
determine and advocate for a mutually beneficial 
course of action in controversial or precedent-
setting situations.  Ability give final approval to 
standards, guidelines, and policies governing 
quality and quantity of work.  Ability to anticipate 
internal and external factors, which influence the 
organization and integrates these with planning 
program/project goals and objectives. Ability to 
develop concepts and direct innovative approaches 
to address organizational-wide issues.  

 

MINIMUM TRAINING AND EXPERIENCE:  Bachelor’s degree in a closely related field; or an equivalent 
combination of education and related experience. 
 
Special Note:  This is a generalized representation of positions in this class and is not intended to reflect essential 
functions per ADA.  Examples of competencies are typical of the majority of positions, but may not be applicable to 
all positions. 
 
 
 
 


