
Planner I 

 

The City of Williams has an opening for a F/T, Full benefits, Planner I position.  Duties 

include, but are not limited to: planning services; assists the public with applications for 

permits and planning and zoning questions; interacts with developers, citizens, and City 

staff; monitors zoning compliance, code amendments, variances, and replats; schedules 

and posts public hearings, official notices and attend Planning and Zoning meetings; 

formats and publishes chart, manuals, reports and maps.  Some onsite inspection and 

clerical work. Strong computer skills. The ideal candidate will have 1 to 5 years 

experience, salary DOE.  Employment applications are available at www.williamsaz.gov 

or at City of Williams, 113 S. 1st Street, Williams, AZ 86046. Please return application to 

Pam Galvan before 5:00 p.m., July 21, 2021. Position is open until filled. 

 

The City of Williams is an Equal Opportunity Employer 

 



PLANNER I 
    
 

City of Williams 
Position Description 

(Grade 5) 
 
Summary of Position 
Provides excellent customer service to all citizens while implementing and enforcing the Nuisance Abatement 
Program and assisting the public and developers to assure compliance with local planning, zoning, permit and 
development regulations. Performs as a highly responsible administrative liaison between staff and the public. 
 
Organizational Relationships 

1.    Reports to:  City Manager 
2.    Directs:        This is a nonsupervisory position. 
3. Other:          Designated as a regular full-time position. 

 
Essential Duties 

 Coordinates the review of subdivisions, Special Use Permit, variances, replats, and other 
planning and zoning activities, including preparing and scheduling Department Review 
Team (DRT) meetings, applications for public hearings, posting official notices and 
presenting application to Commissions and City Council. Receives general instruction 
from the City Manager and is expected to exercise mature independent judgement and 
considerable initiative in achieving the desired results with limited supervision. 

 Performs onsite inspections of properties for nuisance abatement violations, takes photos of 
violations, cerates and maintains detailed files on each case, making certain the documentation, 
actions taken, and time frames are very clear; performs follow-up inspections of properties and 
thanks owners for their efforts or takes violations to the next level. 

     Issues letters, instructing property owners on what needs to be abated and the time frame in which it 
needs to be completed; takes incoming calls and arranges meetings at subject properties. Attempts to 
answer all questions from property owners in a clear and polite fashion. 

 Issue’s citations when property owners fail to correct abatement violations, and represent the city 
in court hearings. 

 Completes special projects as assigned. 
 Performs professional administrative assistance including clerical work, phones, and front desk 
 Performs other duties, as requested, directed, or assigned. 

 
Job Knowledge, Skills and Abilities 

 Knowledge of principles/practices of Federal, State, County and City laws, codes, and regulations 
regarding land use, planning and zoning, and community development 

 Skill in paying continual attention to detail in listening to property owners and acting to encourage 
them to reach their goals within an established time frame. High level of interpersonal skills to handle 
sensitive, potentially combative situations. Position requires continually demonstrated poise, tact, and 
diplomacy. 

 Advanced computer skills in Microsoft Office products, particularly Excel, and in computer research. 
 Ability to format, maintain and publish charts, manuals, maps, reports, and communications. 
 Ability to express ideas effectively, orally and in writing, with strong collaborative interpersonal skills. 
 Ability to perform research, planning and technical analysis and make sound recommendations. 

 Must have a current valid Arizona Drivers’ License when employed. 
 

General Information 
The above statements are intended to describe the general nature and level of work being performed by 
individuals assigned to this position. They are not intended to be an exhaustive list of all duties, responsibilities, 
and skills required of personnel so classified. 
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