02- 14- 86
PLANNI NG Al DE, 7943
Summary of Duties : Perforns subprofessional planning duties in

assi sting professional planning personnel in the preparation of
reports, studies, surveys, and plans; and does rel ated work.

D stingui shing Features : Planning Aides performa variety of
subprof essional duties in assisting professional planning personnel.
The class of Planning Aide is distinguished fromprofessional Gty
Pl anni ng classes in that Planning A des do not nornally exercise

i ndependent pl anni ng judgnment. Additionally, they normally assi st
pr of essi onal pl anni ng personnel by performng the nore routine

pl anni ng duties such as collecting and verifying data, perform ng
field and file investigations, and assisting in the preparation of
reports and graphic presentations. A Planning Aide nmay utilize
conput er based systens or equi pnent in conjunction with the
performance of these duties.

Planning Aide is a tenporary training class which provides an
opportunity for enpl oyees wth consi derabl e experience in the
nonpr of essi onal aspects of Gty planning to develop the skills,

know edges, and abilities necessary to qualify for pronotion to
professional Gty Planning classes. Enploynent as a Planning Aide is
[imted to six years during which tine the i ncunbent is expected to
qualify for pronotion

Exanpl es of Duties : Under the direction of professional planning
personnel, conducts research and assists in the preparation of reports
on specifically assigned mnor problens in the field of zoning,
subdi vi si ons and various pl anni ng cases; perforns sinple statistica
conput ati ons; checks and verifies |legal and property data; collects
and assenbl es data from maps, books, and field investigations of a
statistical nature and tabul ates data in the formof prelimnary
graphs, charts and maps to illustrate studies of transportation,

envi ronnmental inpacts, population, traffic, land use, highway and
street systens, residential and business areas, recreational and

pl ayground areas, and subdi vi sions; answers routine questions and
supplies technical information to the public on the tel ephone and at a
public counter; conducts necessary investigations and prepares files
and updates records for subdivision and private street maps; and nay
occasionally be assigned to other duties for training purposes or to
meet technol ogi cal changes or energenci es.

Qualifications : A working know edge of the termnol ogy, techniques,
and sources of information applicable to the collection and

conpi lation of data pertaining to city planning; a general know edgeof
the principles, practices, techniques, and purposes of city planning;
a

general know edge of Gty Charter provisions and |ocal, State, and




Federal |laws pertaining to city planning; a general know edge of
accepted standards for |ocating streets and hi ghways, recreational,
educati onal protective and other public facilities, and industrial,
commercial, and residential areas; the ability to naintain cooperative
relationships with other Gty departnents, governnmental agencies, as
wel | as civic and professional organizations; the ability to deal
tactfully and effectively with personnel of other agencies, various
officials, enployees, and the public; the ability to conduct field
surveys and investigations; and the ability to collect data pertinent
to city planning.

Three years of planning experience in a position which is at |east at
the level of Senior derk Typist and whi ch provi des experience in the
research and preparation of data used in urban planning studies or
reports is required.

License: Awvalid California driver's license is required.
Physical Requirenents : Strength to performaverage lifting up to

5\ pounds and occasional | y over 15 pounds; good hearing and speaki ng
ability; and good eyesight.

Persons with nedical limtations nmay, wth reasonabl e accomodati ons,
be capabl e of performng the duties of some of the positions in this
class. Such determ nation nust be nade on an individual basis in
[ight of the person's limtations, the requirements of the position,
and the appointing authority's ability to effect reasonabl e
accomodations to the person's limtations.

As provided in GQvil Service Coomssion Rule 2.5 and Section 4.55
of the Admnistrative Code, this specification is descriptive,
expl anatory and not restrictive. It is not intended to declare
what all of the duties and responsibilities of any position shal
be.



