
 

 

 

 

 

 

 

CLASSIFICATION SUMMARY: 

The Director of Planning is responsible for the completion of administrative duties assigned to the County's Planning Department. 

These include the implementation of the Planning Commission's Mission Statement and management of various grant projects, 

enforcement of Northumberland County's Subdivision Ordinance (and the Municipal Planning Code, Act 247), and other review and 

regulatory duties assigned by Commonwealth of Pennsylvania. 

 

PLANNING COMMISSION MISSION STATEMENT: 

The Northumberland County Planning Commission functions in behalf of the County Board of Commissioners, whose desire is to 

continue to provide in words, maps, graphs and pictures, of policies guiding development activities in our County. The overall mission 

suggests the function of County and Municipal Governments in the future in areas such as land use, environmental protection, 

economic development, community facilities, housing, transportation, nutrition and related human services. 

 

The Planning Commission establishes goals or targets for these activities as they relate to conditions of our physical environment; and 

recommends policies for people to follow who will occupy and use the land. These statements of goals identify what is to be 

accomplished and the kinds of services and facilities that the citizens of Northumberland County will need in the future. Current 

planned goals include: 

 

To sustain a high quality of life for the residents of Northumberland County. 

 

To provide policies, plans and proposals that will assist in the physical, economic and social development of municipalities while 

protecting the natural, historic and environment while allowing for the planned management of growing communities. 

 

To provide for safe, affordable housing. 

To encourage industrial and commercial development by aggressively cataloging, procuring and developing potential building sites. 

To encourage and cooperate with existing industrial, and commercial businesses to expand by providing the technical and professional 

services of the planning commission personnel. 

 

To provide a framework for cooperation with the Northumberland County Housing and Industrial Authorities and similar regional 

agencies. 

 

CLASSIFICATION COMPONENTS: 

 Oversees all aspects of project grants within the planning office including the application, implementation, execution, 

contractual, compliance, fiscal management, reporting and audit. 

 Dictate in accordance with established guidelines, goals, objectives, legal standards or regulations, assignments that are 

complex in nature. 

 Coordinate the activities of the planning staff facilitating the collection, analysis and compilation of data into plans designed 

to meet the county's current and future strategic Planning needs. 

 Directs the staff with the performance of daily tasks in the execution of office responsibilities, This includes the 

administration and management of various programs and project objectives in compliance with established Federal, 

State and/or County regulations. 

 Plans, assigns and reviews tasks assigned to the staff through the interpretation of regulations, codes and contracts. 

 Establish and maintain working relationships with governmental officials, community representatives and the general public. 

 Identification of participants, program coordinators and administrators of economic development, human service and other 

related agencies, departments, bureaus and community based organizations. 

 Coordinate subdivision and land development plan reviews and determine conformance with State, County or Local 

regulations. 

 Review applications for subdivisions for municipalities not having a subdivision ordinance and provide assistance to the 

public in complying with subdivision regulations. 

 Review staffs progress and provide direction in efficiently completing responsibilities both immediate and future. 

 Assist the private, public and governmental sectors with information pertaining to population characteristics, local 

subdivision regulations, zoning, identification of flood plain areas, local Comprehensive Plans and local contact persons. 

 Respond to proposals and studies concerning the effective utilization of natural resources, community resources, 

CA-CEO-15 (7/82) 
formerly DCA-321 Commonwealth of 
Pennsylvania 
Department of Community/Economic Development 

Bureau o f  Human Resources 

JOB DESCRIPTION 

Title of Position 

 Director of Planning 
Immediate Supervisor 

Chief Clerk / Administrator 
Salary Range 

Grade : 30 

Specific Duties and Responsibilities 



housing, transportation, sewage facility plans, long range local school plans and private development. 

 Coordinate staff projects and responsibilities ultimately requiring action by the Board of Commissioners within the confines 

of submission deadlines. 

 Coordinate the monthly meetings for the County Planning Commission and the Solid Waste Advisory Committee. 

 Assign and review staff tasks in preparation of various quarterly reports. 

 Review progress and staff assignments necessary for the completion of quarterly progress reports. 

 Provide technical support, in the preparation of grant proposals, to various departments and municipalities seeking alternate 

funding. 

 Review proposed amendments associated with local ordinances and the Municipal Planning Code. 

 Supervise the preparation, completion and execution of annual grant program applications necessary for continuance of 

various projects administered by the Planning Commission as Grant Administrator. 

 Oversee the hearings for annual program audits. Provide accurate and detailed information and responses to questions as 

required. 

 Conduct Public Hearings related to all proposed grant applications. 

 

 

ESSENTIAL JOB FUNCTIONS: 

As Director of Research and Planning in Northumberland County officiates generated information to enhance administrative decision-

making; respond to state and federal requirements for reporting data; advise the Board of Commissioners with respect to County-wide 

issues affecting all contracts and agreements. 

 

1. Direct operations for research and planning. 

2. Participate in Countywide administration deliberations. 

3. Oversee research operations, including internal and external programs. 

4. Disseminate information about the tentative state and federal grants, and oversees the up dated Northumberland County 

Municipal Reference Book. 

5. Serve as a member of Master Planning Council. 

6. Oversee, design, and conduct research studies for the community and private sector development. 

7. Responsible for contractual agreements and monitors departmental budget 

 

REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES: 

1. Knowledge of information reporting requirements for State, County and Local regulations.  

2. Knowledge of assessment techniques and reporting.  

3. Extensive knowledge of data gathering, analysis, and interpretation approaches. 

4. Ability to apply statistical and measurement techniques to practical, continually changing problems. 

5. Extensive knowledge, skill, and ability in the application of the computer to research. 

6. Ability to orally communicate effectively with others, with or without the use of an interpreter.  

7. Ability to work cooperatively with colleagues and supervisory staffs at all levels.  

8. Ability to manage time and resources. 

 

PHYSICAL REQUIREMENTS: 

1. May be exposed to short, intermittent, and/or prolonged periods of sitting and/or standing in performance of job duties. 

2. May be required to accomplish job duties using various types of equipment/supplies to include, but not limited to, pens, 

pencils, calculators, computer keyboards, telephone, etc. 

3. May be required to transport oneself to other county offices, conference rooms, and on occasion, to out-of-county sites to 

attend meetings, conferences, workshops, seminars, etc. 

 

MINIMUM QUALIFICATIONS: 

1. Demonstrated excellent technical writing skills, including reporting of the results of major research studies. 

2. Demonstrated skill in the application of statistics and measurement to educational research problems. 

3. Demonstrated ability to complete research projects within established timeframes. 

4. Demonstrated skill as a problem solver.  

5. Progressive and responsible experience at the management level. 

 

MINIMUM TRAINING AND EXPERIENCE: 

 Considerable experience in the administration of public sector programs, preferably Block Grant or other Federal Grant 

programs. 

 Graduation from a college or university of recognized standing with major work in planning, preferably a master's degree in 

public administration. 

 Any equivalent combination of experience and training which provided the required knowledge, skills and abilities. 

 



OTHER PREFERRED QUALIFICATIONS: 

1. Familiarity with a range of computer application packages and computer environments.  

2. Experience in teaching and educational administration in the higher education setting.  

3. Strong written and verbal communication skills. 

4. Strong interpersonal relations skills. 


