JOB DESCRIPTION

Date Prepared: October 2019
Position Title: Community Development Director
Department: Planning Department
Supervisor: County Administrator
Position Overview: The Community Development Director, under the limited supervision of the County Administrator, provides direct supervision for the Economic Development programs throughout the County including the Planning Department, Public Transportation (The Loop), and the Morrow County Fair.  This person will be responsible for managing special projects.  This may include significant capital projects and detailed and in-depth return on investment analysis for projects, programs, or initiatives.   Additionally, this position may work on an organizational basis in grant writing, code enforcement, or other duties such as website administrator. This position performs a variety of complex, technical and strategic functions including input for business and strategic planning, setting goals for individuals and department managers as well as collaborating with colleagues to implement policies and develop improvements. 
Qualifications: 

1. Education – bachelor’s degree required, preferably in Business or Public Administration, Planning, Project Management or related field. A master’s degree preferred.
2. Experience – four years of increasingly responsible experience at a level of Department Director or equivalent. Municipal government experience preferred.
3. Experience in the administration of major programs or projects.

4. Strong commitment to ongoing professional development.

5. A minimum of (5) years of planning-related experience. 
6. An equivalent combination of education and experience may be considered
7. Leadership skills that develop and retain highly competent, public service-oriented staff through selection, training, and day-to-day management practices; such as inspire and motivate others to perform well, effectively influence actions and opinions of others, accept feedback from others and give appropriate recognition to others. 
8. Team Leadership skills that foster team cooperation, define team roles and responsibilities, support group problem solving, ensure progress toward goals, and acknowledge team accomplishments. 
9. Work with partner agencies to develop relationships, joint projects and establish lines of communication.

10. Ability to function effectively in a diverse and fast-paced work environment with challenging and often competing deadlines. 
11. Ability to learn, apply and develop procedures, systems, and processes of the Community Development Department.

12. Strong analytical and critical thinking skills, the ability to analyze a variety of problems, to make recommendations as to their solutions and to prepare working procedures

13. A solid understanding of business functions such as government processes, human relations, budgets, problem-solving, and analytical skills.

14. Ability to learn the functions of other County departments.

15. Ability to learn and apply a variety of codes, rules, and regulations for required reports to different agencies.

16. Ability to effectively communicate with strong writing, presentation and listening skills that promote understanding and clarity in a respectful manner.
17. The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the salary range. 

Job Duty Outline:
A. Oversight of departmental functions, including a plan for the work to be done, assigning or executing the work and reviewing all the work completed.
B. Contract oversight for the building permit program and the environmental health contract.

C. Stay apprised of changes in laws affecting the responsibilities of the Community Development Department.  Includes a great deal of reading in areas of Oregon Administrative Rules, Oregon Revised Statutes requirements for both the State Department and Commission of Land Conservation and Development, and Oregon Department of Transportation. 
D. Theory, principles, practices and techniques of community development planning,  code enforcement, economic development and related community development services; applicable federal, state and local laws, codes and regulations governing the administration of planning and community development; Oregon laws and regulations of community housing; principles and practices budgeting, purchasing and the maintenance of public records and other laws and regulations governing the conduct of public meetings; the County’s personnel rules and policies, and of management and supervision.
E. Plan, direct and integrate broad, comprehensive planning and community development programs and services; analyze complex planning and community development issues and problems, evaluate alternative solutions and develop sound conclusions, recommendations and courses of action; present proposals and recommendations clearly and logically in public meetings; understand, interpret, explain and apply local, state and federal law and regulations governing land use planning and community development; evaluate management practices and adopt effective courses of action; develop clear, concise and comprehensive technical reports, correspondence and other written materials; exercise sound, expert independent judgment within general policy guidelines; establish and maintain effective working relationships with the County Board of Commissioners, Planning Commission, State Building Codes, other commissions and boards, officials, staff, private and community organizations, developers and others encountered in the course of the work.
Working Environment:  The work environment characteristics described here are representative of those a Director encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. While performing this job, the employee is occasionally exposed to moving mechanical parts and outside weather conditions. The noise level in the work environment is usually moderate. 
Essential Job Functions:

Physical: 


Ability to work at a computer screen for long periods of time, ability to sit, stand, read and have moderate, rapid finger, hand and arm movement for extended periods of time.  The ability to walk on uneven surfaces and/or drive on rough terrain.  
Mental:

This position is regularly required to use written and oral communication skills; observe and interpret situations; read and interpret data, information and documents; analyze and solve complex problems; use math and mathematical reasoning; perform highly detailed work under challenging, intensive deadlines, on multiple concurrent tasks; work with constant interruptions; and interact with officials and the public. 
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