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CITY OF WILDOMAR 
SENIOR PLANNER  

 
$7,043.62  -  $8,796.51  Monthly + Benefits 

$84,523.42  -  $105,558.17  Annually + Benefits 
 

Opening Date: October 23, 2019 
Closing Date: November 20, 2019 
Class:   General, Non-Exempt (Pay Grade 26) 

 
 
Job Description: 
Under general direction of the Planning Director, administers complex current and advance planning 
activities, including serving as project manager for complex development applications and special 
projects; administers specified activities in such areas as current and advance planning, and 
environmental impact studies, code compliance and reviews; provides zoning and land use 
information and assistance to property owners, developers, contractors, and the public; provides 
complex professional assistance to the Planning Director; and performs related work as required. 
 
Class Characteristics 
This is the advanced-level classification in the professional planning series responsible for performing 
the most complex work assigned to the series.  Incumbents regularly work on tasks which are varied 
and complex, requiring considerable discretion and independent judgment.  Positions in the 
classification rely on experience and judgment to perform departmental day-to-day administrative 
functions, including project management and the review of current or advanced planning projects.  
Assignments are given with general guidelines and incumbents are responsible for establishing 
objectives, timelines and methods to complete assignments.  Work is typically reviewed upon 
completion for soundness, appropriateness, and conformity to policy and requirements. 
 
Essential Duties and Responsibilities: 
(The following is used as a partial description and does not restrict the duties required.) 
 
The Senior Planner essential duties and responsibilities include the following: 
• Serves as project manager for multiple complex current and/or long-range planning projects and 

special planning studies, including in-depth application and plan review and analysis. 
• Coordinates with applicants to obtain additional information and project changes, prepares legal 

notices, posts notices on sites, conducts background research, prepares staff reports, attends 
public hearings and makes presentations, monitors implementation measures and conditions of 
approval, checks submittals for building plan checks, and inspects development and capital 
improvement sites at the beginning and upon completion of the project. 

• Compiles, analyzes findings and prepares recommendations in written form for projects, 
including project analysis and conditions for permit approval or denial. 

• Plans and directs the work of planning staff on assigned projects; reviews the work of assigned 
staff for accuracy, completeness, and compliance with policies, procedures, and standards; 
participates in staff training activities; prepares drafts of new or revised departmental processes 
and procedures and submits recommendations for review and approval. 

• Interprets and applies federal, state, and local laws, rules, and regulations to ensure that public 
and private projects are in compliance, including the California Environmental Quality Act 
(CEQA), City ordinances, specific plans, design specifications, and local guidelines and 
procedures. 
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• Interacts and communicates with a variety of individuals and groups at the public zoning counter, 
in the field, over the telephone, through email, at public hearings, and in discussion forums, 
including other City departments and public agencies, elected and appointed City officials, 
developers, consultants, architects, engineers, attorneys, appraisers, real estate agents, 
property owners, and the general public for the purpose of obtaining or providing information, 
coordinating activities, processing projects, negotiating plan changes, and formulating 
recommendations. 

• Conducts environmental review and analyses; reviews specialized planning support studies for 
incorporation into environmental review documents; evaluates conclusions of environmental 
impact reports and prepares recommendations. 

• Writes requests for proposals for environmental consulting services; participates in the 
consultant interview process; makes recommendations on project award; evaluates and 
oversees environmental consulting agreements and project budgets. 

• Compiles, analyzes and evaluates data related to the City's population, housing needs, income 
level, transit needs, etc., for use in projecting planning requirements. 

• Develops recommendations, reports, maps, charts, graphics, and other information and 
documentation for presentation to the Planning Commission, Advisory Committees, and City 
Council. 

• Reviews and analyzes a variety of permits, applications, and petitions for compliance to planning 
regulations, codes, and ordinances. 

• Participates in project meetings and conferences with commissions, committees, government 
agencies, and other groups; provides technical staff support to various City commissions. 

• Makes presentations to the public, special districts, and agencies as requested. 
• Receives and responds to inquiries, requests for assistance, and complaints regarding division 

and department projects, policies, and procedures. 
• Prepares a variety of periodic and special reports regarding assigned activities. 
• Assists in the development and administration of goals, objectives, policies, and procedures 

related to the division; drafts formalized policies and procedures with supervisory confirmation. 
• Observes and complies with all City and mandated safety rules, regulations, and protocols. 
• Performs related duties as assigned. 

 
Employment Standards 
The Senior Planner must have knowledge of the following: 
• Principles and practices of employee supervision, including work planning, delegation, 

assignment review and evaluation, discipline, and the training of staff in work procedures. 
• Principles and practices of leadership. 
• Modern principles, practices, and technical and legal issues of urban and regional planning, 

zoning, urban economics, demographics, and environmental planning and program 
management. 

• Geographic, socioeconomic, transportation, financial, political, environmental, and other 
elements related to public planning projects. 

• Comprehensive plans and current planning processes and the development process. 
• Philosophy, trends, principles, and techniques of planning programs. 
• Principles and methods of urban and regional planning, zoning, and land development. 
• Technical reporting requirements associated with planning programs. 
• Biological and environmental issues associated with urban and regional planning and land use 

development. 
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• Applicable federal, state, and local laws, rules, regulations, ordinances, and organizational 
policies and procedures relevant to assigned area of responsibility. 

• Techniques for effectively representing the City and department in contacts with governmental 
agencies, governing bodies, community groups, various business, professional, educational and 
regulatory organizations, and with property owners, developers, contractors, and the public. 

• Project management and contract administration principles and techniques. 
• Principles of advanced mathematics and their application to planning work. 
• Geographic Information Systems technology. 
• Principles and techniques for working with groups and fostering effective team interaction to 

ensure teamwork is conducted smoothly. 
• City and mandated safety rules, regulations, and protocols. 
• Techniques for providing a high level of customer service by effectively dealing with the public, 

vendors, contractors, and City staff. 
• The structure and content of the English language, including the meaning and spelling of words, 

rules of composition, and grammar. 
• Modern equipment and communication tools used for business functions and program, project, 

and task coordination, including computers and software programs relevant to work performed. 
 
Ability to 
The Senior Planner must have ability to do the following: 
• Select and supervise staff, provide training and development opportunities, ensure work is 

performed effectively, and evaluate performance in an objective and positive manner. 
• Assist in developing and implementing goals, objectives, practices, policies, procedures, and 

work standards. 
• Interpret and explain complex planning and zoning projects and programs to the public. 
• Assimilate both technical and theoretical concepts from many diverse disciplines and apply the 

knowledge in creative and intuitive ways to solve unique problems. 
• Evaluate the suitability of projects to specific sites and surrounding areas. 
• Interpret land use maps, legal descriptions, construction and grading plans, and other technical 

and office data accurately. 
• Effectively organize and manage large or specialized planning projects. 
• Analyze complex problems, evaluate alternatives, and make sound recommendations in support 

of goals. 
• Effectively represent the department and the City in meetings with governmental agencies, 

community groups, and various businesses, professional, and regulatory organizations and 
individuals. 

• Prepare and present clear, concise, and logical written and oral reports, correspondence, 
policies, procedures, and other written material. 

• Perform required mathematical computations with accuracy. 
• Understand, interpret, and apply all pertinent laws, codes, regulations, policies and procedures, 

and standards relevant to work performed. 
• Independently organize work, set priorities, meet critical deadlines, and follow-up on 

assignments. 
• Effectively use computer systems, software applications, and modern business equipment to 

perform a variety of work tasks. 
• Communicate clearly and concisely, both orally and in writing, using appropriate English 

grammar and syntax. 
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• Use tact, initiative, prudence, and independent judgment within general policy, procedural, and 
legal guidelines. 

• Establish, maintain, and foster positive and effective working relationships with those contacted 
in the course of work. 

 
Required Education and Experience: 
Any combination of training and experience that would provide the required knowledge, skills, and 
abilities is qualifying. A typical way to obtain the required qualifications would be: 
• Equivalent to a Bachelor’s degree from an accredited college or university with major course 

work urban planning, geography, environmental designs, public administration or a closely 
related field. 

• Four (4) years of increasingly responsible planning experience is desired for an Associate 
Planner (planning internships are acceptable).  At least two years of responsible professional 
municipal experience in the field of current or advanced planning. 

• Must have excellent skills in MS Word, Excel, Access and PowerPoint. 
 
Licenses and Certifications 
Possession of, or ability to obtain and maintain, a valid California Driver's License or other means that 
would allow for the ability to commute to meetings, conduct site visits, and attend other special events 
throughout the county may be required at the time of hire. 
 
Tools and Equipment 
Personal computer including word processor, data software, telephone, fax machines, and electronic 
copiers.  
 
Environmental Conditions 
Employees work in an office environment with moderate noise levels, controlled temperature 
conditions, and no direct exposure to hazardous physical substances.  Employees also work in the 
field and are exposed to loud noise levels, cold and hot temperatures, inclement weather conditions, 
road hazards, vibration, confining workspace, chemicals, mechanical and/or electrical hazards, and 
hazardous physical substances and fumes. Employees may interact with upset staff and/or public and 
private representatives in interpreting and enforcing departmental policies and procedures. 
 
Physical Demands 
When assigned to an office environment, must possess mobility to work in a standard office setting 
and use standard office equipment, including a computer; vision to read printed materials and a 
computer screen; and hearing and speech to communicate in person and over the telephone; ability 
to stand and walk between work areas may be required.  Finger dexterity is needed to access, enter, 
and retrieve data using a computer keyboard or calculator and to operate standard office equipment. 
Positions in this classification occasionally bend, stoop, kneel, reach, push, and pull drawers open 
and closed to retrieve and file information.  Employees must possess the ability to lift, carry, push, and 
pull materials and objects averaging a weight of 25 pounds.  
 
Benefits: 
The City of Wildomar offers a generous benefits package with vacation leave, sick leave, paid holidays 
and PERS retirement.  For specific details, please refer to the city’s personnel rules on the website at: 
http://www.cityofwildomar.org/cms/One.aspx?portalId=9894827&pageId=15921051.  
 
  

http://www.cityofwildomar.org/cms/One.aspx?portalId=9894827&pageId=15921051
http://www.cityofwildomar.org/cms/One.aspx?portalId=9894827&pageId=15921051


Work Schedule: 
The City’s work schedule includes a standard 5/8 (Monday – Friday, 8 am – 5 pm) schedule or 
alternative or 4/10 (Monday – Thursday, 7 am – 6 pm) schedule.   

Selection Process: 
Applicants are required to fully describe their applicable education, training and experience on the job 
application and submit an accompanying resume.  Applicants will be screened and only those 
applicants whose qualifications and experience most closely match the needs of the position will be 
invited to continue in the selection process.  The selection process will consist of the following:  1) job 
application screening by the city,  2) oral panel interview with a city staff, and 3) final interview with 
the Planning Director.   

Apply To:  
All employment applications and resumes must be submitted by mail, in-person or emailed to: Sherri 
D. Stanton, Human Resources Administrator (sstanton@cityofwildomar.org).  Resumes will not be 
taken in lieu of a completed application.  All applications and resumes must be received no later than 
Wednesday, November 20, 2019 (by 5:00 pm).  Postmarks and facsimiles will not be accepted. 
Employment applications and resumes can be mailed or delivered to:

City of Wildomar 
Human Resources Division 

c/o Sherri D. Stanton, M.B.A. 
23873 Clinton Keith Road, Suite 201 

Wildomar, CA 92595 

For more information about this recruitment, and to download the city’s employment application, 
please visit:  http://www.cityofwildomar.org/cms/One.aspx?portalId=9894827&pageId=15921051.  A 
job resume must be included with your application.  If you have questions, please contact Sheri D. 
Stanton at (951) 677-7751, Ext. 240. 

EQUAL OPPORTUNITY EMPLOYER 
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CITY OF WILDOMAR 
ASSOCIATE PLANNER 

 
$6,084.54  -  $7,598.76  Monthly + Benefits 

$73,014.51  -  $91,185.11  Annually + Benefits 
 

Opening Date: October 23, 2019 
Closing Date: November 20, 2019 
Class:   General, Non-Exempt (Pay Grade 23) 

 
 
Job Description: 
Under supervision of the Planning Director, performs a variety of duties related to the collection, 
analysis, interpretation, and presentation of technical land use, environmental, zoning and other City 
planning data; provides information and assistance on planning-related matters to the general public 
and other City staff; ensures compliance with the City’s general plan, zoning ordinance and other 
development standards as part of the City’s development review process; prepares staff reports and 
presentation for Planning Director, Planning Commission and City Council hearings; and performs 
other related work as assigned. 
 
Essential Duties and Responsibilities: 
(The following is used as a partial description and does not restrict the duties required.) 
 
The Associate Planner essential duties and responsibilities include the following: 
• Collect, record, & summarize statistical & demographic information; establish & maintain a 

comprehensive database.  
• Participate in the research, analysis, and interpretation of social, economic, population and land 

use data and trends. 
• Review plan check submittals for code compliance for building projects. 
• Compile information and make recommendations on special studies and prepare technical 

reports. 
• Prepares staff reports and makes presentations to the City Council, Planning Commission and 

Planning Director, standing and ad hoc committees, developers, and community groups and 
outside agencies. 

• Review development proposals, applications, and other requests made to the Planning 
Department for conformance with appropriate general plan, zoning regulations; prepare reports 
and make recommendations. 

• Check commercial, industrial, and residential development plans for zoning clearance; process 
zoning clearances, temporary use, sign and other permit applications. 

• Advise and confer with architects, builders, attorneys, contractors, engineers, and the general 
public regarding City development policies, standards, guidelines, and current and approved 
projects. 

• Perform inspections and related field work. 
• Take phone calls/inquiries from the public/other agencies;  
• Provides zoning assistance to residents, business owners, and developers at the public zoning 

counter. 
• Research and draft ordinances for review. 



Page 2 

• Attend a variety of meetings, including City Council, Planning Commission & Planning Director 
meetings and pre-development meetings. 

• Interpret the General Plan and Zoning Ordinance as it relates to project compliance with City 
plans, ordinances, and codes. 

• Attend and participate in professional group meetings; maintain awareness of new trends and 
developments in the field of municipal planning; incorporate new developments as appropriate 
into programs. 

• Perform environmental assessments, providing detailed written comments on negative 
declarations, mitigated negative declarations, environmental impact reports and special studies 
performed by outside consultants and for outside agencies; ensure compliance with California 
Environmental Quality Act. 

• Perform related duties as required. 
 
Employment Standards 
The Associate Planner must have knowledge of the following: 
• Principles, practices, methods, and procedures of urban and regional planning. 
• Applicable Local, State and Federal laws, regulations, codes and ordinances related to planning, 

zoning and environmental analysis. 
• The relationship and responsibilities of Federal, State, Regional and Local government agencies 

in the planning and regulation of land uses. 
• Research and Analysis procedures related to planning and urban development. 
• Drafting and graphic presentations (desirable). 
• Statistical and research methods as applied to the collection, analysis and presentation of 

planning data. 
• Methods and techniques for record keeping and report preparation and writing.  
• Modern office procedures, methods, and equipment including computers and applicable 

software applications such as word processing, spreadsheets, databases and GIS systems. 
 
Ability to 
The Associate Planner must have ability to do the following: 
• Perform technical research and give reliable advice on planning problems. 
• Demonstrate tact and diplomacy with the public. 
• Prepare staff reports, resolutions, ordinances and graphic presentations. 
• Interpret and explain statistical analysis applied to land use, zoning, transportation, and 

communications. 
• Interpret and explain local and state laws pertaining to general plans, zoning and subdivisions. 
• Prepare and interpret maps, site and building plans, including architectural review, 

specifications, charts and tables. 
• Apply state CEQA environmental laws and regulations to development projects and city-initiated 

projects. 
• Operate office equipment including computers and supporting word processing, excel 

spreadsheets, and gis database applications. 
• Provide excellent and diplomatic customer service to all members of the public, as well as to City 

and other public agency personnel. 
• Communicate clearly and concisely, both orally and in writing, including presentations to the 

Planning Commission and City Council. 
• Establish and maintain effective working relationships with those contacted in the course of work. 
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Required Education and Experience: 
Any combination of training and experience that would provide the required knowledge, skills, and 
abilities is qualifying. A typical way to obtain the required qualifications would be:  
• Obtained a Bachelor’s degree from an accredited college or university with major course work in 

urban and regional planning, geography, public administration or a related field.   
• Must have at least two (2) years of urban planning experience, preferably within a local or county 

government agency, and must have proficient skills in MS Word, Excel, Access and PowerPoint, 
etc. 

• Must have excellent skills in MS Word, Excel, Access and PowerPoint.  
 
Licenses and Certifications 
Possession of, or ability to obtain and maintain, a valid California Driver's License or other means that 
would allow for the ability to commute to meetings, conduct site visits, and attend other special events 
throughout the county may be required at the time of hire. 
 
Tools and Equipment 
Personal computer including word processor, data software, telephone, fax machines, and electronic 
copiers.  
 
Environmental Conditions 
Employees work in an office environment with moderate noise levels, controlled temperature 
conditions, and no direct exposure to hazardous physical substances.  Employees also work in the 
field and are exposed to loud noise levels, cold and hot temperatures, inclement weather conditions, 
road hazards, vibration, confining workspace, chemicals, mechanical and/or electrical hazards, and 
hazardous physical substances and fumes. Employees may interact with upset staff and/or public and 
private representatives in interpreting and enforcing departmental policies and procedures. 
 
Physical Demands 
When assigned to an office environment, must possess mobility to work in a standard office setting 
and use standard office equipment, including a computer; vision to read printed materials and a 
computer screen; and hearing and speech to communicate in person and over the telephone; ability 
to stand and walk between work areas may be required.  Finger dexterity is needed to access, enter, 
and retrieve data using a computer keyboard or calculator and to operate standard office equipment. 
Positions in this classification occasionally bend, stoop, kneel, reach, push, and pull drawers open 
and closed to retrieve and file information.  Employees must possess the ability to lift, carry, push, and 
pull materials and objects averaging a weight of 25 pounds.  
 
Benefits: 
The City of Wildomar offers a generous benefits package with vacation leave, sick leave, paid holidays 
and PERS retirement.  For specific details, please refer to the city’s personnel rules on the website at: 
http://www.cityofwildomar.org/cms/One.aspx?portalId=9894827&pageId=15921051.  
 
Work Schedule: 
The City’s work schedule includes a standard 5/8 (Monday – Friday, 8 am – 5 pm) schedule or 
alternative or 4/10 (Monday – Thursday, 7 am – 6 pm) schedule.   
 
  

http://www.cityofwildomar.org/cms/One.aspx?portalId=9894827&pageId=15921051
http://www.cityofwildomar.org/cms/One.aspx?portalId=9894827&pageId=15921051


Selection Process: 
Applicants are required to fully describe their applicable education, training and experience on the job 
application and submit an accompanying resume.  Applicants will be screened and only those 
applicants whose qualifications and experience most closely match the needs of the position will be 
invited to continue in the selection process.  The selection process will consist of the following:  1) job 
application screening by the city,  2) oral panel interview with a city staff, and 3) final interview with 
the Planning Director.   

Apply To:  
All employment applications and resumes must be submitted by mail, in-person or emailed to: Sherri 
D. Stanton, Human Resources Administrator (sstanton@cityofwildomar.org).  Resumes will not be 
taken in lieu of a completed application.  All applications and resumes must be received no later than 
Wednesday, November 20, 2019 (by 5:00 pm).  Postmarks and facsimiles will not be accepted. 
Employment applications and resumes can be mailed or delivered to:

City of Wildomar 
Human Resources Division 

c/o Sherri D. Stanton, M.B.A. 
23873 Clinton Keith Road, Suite 201 

Wildomar, CA 92595 

For more information about this recruitment, and to download the city’s employment application, 
please visit:  http://www.cityofwildomar.org/cms/One.aspx?portalId=9894827&pageId=15921051.  A 
job resume must be included with your application.  If you have questions, please contact Sheri D. 
Stanton at (951) 677-7751, Ext. 240. 

EQUAL OPPORTUNITY EMPLOYER 
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