The Maryl and- National Capital Park and Pl anning Comm ssion

TITLE: Planning Informtion Review Supervisor GRADE: H CODE: 4320
SERI ES: Pl anni ng DATE: 1/13/88

Cl ass Definition

Under direction, participates in the work of and supervises a smal
sub- professional staff to do one or nore of the following: to give

pl anning information to general public; review prelimnary site

pl ans; assign street addresses; and review applications for building
permts and sign permts. Provides technical assistance to staff on
conpl ex or unusual cases. Perfornms other related duties as assigned.

Exanpl es of Inportant Duties

1. Pl ans, schedul es, assigns and supervises work of the staff.
I nterviews applicants and recommends applicants for enpl oynment.
Trai ns new enpl oyees.

2. Communi cates with the public by tel ephone or in person at the
counter in Planning Department concerning questions about
pl anni ng | aws, policies, procedures, docunments, maps and
studies. Locates |lots and adjacent areas on zoni ng maps, Street
maps, and tax maps to verify mailing address, |egal address, and
zoning classification. Provides technical assistance in
conpleting routing applications for permts and zoni ng requests.

3. Revi ews applications for building permts (residential,
comercial and industrial), and signs permts. Checks
conpl et eness of applications and supporting docunents. Verifies
| egal description and approved zoning classification. Checks
conpliance with applicable County Ordinances. Reviews all
i nformati on and deci des whether to issue permt. Collects and
records fees.

4. Reviews prelimnary site plans to check conpl et eness, accuracy,
i nternal consistency, |egal description, and |egal conpliance.
Assigns street nanes and addresses.

5. Meets with devel opers, contractors, |awers, engineers or others
to assist in reviewing site plans (prior to permt subm ssion)
to solve problens, interpret zoning ordinances related to
devel opnent proposals.

6. Responds to correspondence regardi ng zoning and other matters.

7. Sells reports, maps, aerial photos, and other publications at
counter. Fills mail and tel ephone orders. Collects and
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Exanmpl es of Inportant Duties (Continued)

deposits fees. Maintains sales records. Miintains inventory of
publications in stock roomand at counter.

8. Updat es reference books, maps, and ot her docunents used at
counter.

| nportant Worker Characteristics

A Consi der abl e know edge of (1) County ordi nances governing
zoning; (2) County and Conmm ssion policies, procedures, rules
and regul ati ons governing permt application processing;* (3)
County geography; (4) County subdivision regulations; (5)
supervi sion techniques; (6) Merit Systemregul ations.

B. Skill in operation of (1) calculator; (2) photocopier; (3)
ozal id machine; (4) cash register.

C. Ability to (1) apply a system of procedures to solve practical
routine planning problens at the permt and zoning docunment
l evel; (2) interpret planning regulations, ordinances and | aws
and guide others in application of same; (3) wite routine
reports and correspondence; (4) effectively supervise the work
of a unit; (5) communicate effectively with the public and
provi de courteous service.

* Devel oped primarily after enploynent.

M ni mum Qualifications

1. Hi gh school graduation or GED: and

2. Two years of technical school or college which included
engi neering courses in drafting, architecture, planning, urban
desi gn, geography, or related subjects; and

3. Five years of paraprofessional experience in one or nore of
t hese areas, or related areas, or an equival ent conbination of
training and experience.

4. An equi val ent conbi nati on of education and experience.

Wor ki ng Condi tions




Works in office. May be required to do sone driving. Exposed to
frustrated and upset persons.



