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G TY | NTERDEPARTMENTAL COCRDI NATCR, 1561

Summary of Duties : Perforns responsible staff work by advi sing
citizens on the procedures and requirenents for subdivisions, permts,
pl an approval s, and other rel ated docunents needed for the

devel opnent, expansion, or inprovenent of businesses, housing

devel opnent, or residences; coordi nates the processing of such
document s; supervi ses and participates in such activities; and does
rel ated work.

D stinguishing Features : A Gty Interdepartnental Coordi nator advises
citizens on docunments needed for the devel opnent, expansion, or

i nprovenent of busi nesses, housing devel opnents, or residences. Such
proj ects provide enpl oynent opportunities and/or increases the Gty of
Los Angel es' tax base. Enployees of this class nay receive
assignnents directly fromthe Ofice of the Mayor, individual nenbers
of the Gty Council, Gty departnment heads or the Board of Public
Wrks. An enployee in this class is responsible for researching,

anal yzing, and evaluating informati on fromplans, naps, and ot her
sources to assi st businesses and honeowners in determning the
feasibility of site utilization and the possibility of securing
appropriate project approvals. They exercise independent judgnment in
processi ng submttals, conpleting projects, and obtai ni ng approval of
pl ans and requests for permts. They establish and nmaintain |iaison
with representati ves of businesses and industrial enterprises for the
pur pose of explaining and interpreting Gty policies and procedures,
and devel opi ng good relations with them

An enpl oyee of this class may al so direct other enpl oyees engaged in
the activities of the Cormercial and I ndustrial Coordinating and
Expediting Dvision (G CED), and may act as staff assistant to the
Board of Public Wrks on matters pertaining to the expeditious
processi ng of construction projects.

Exanpl es of Duties : Establishes and naintains liaison wth
representatives of businesses and industries, such as: architectural
and engineering firns, and financial institutions for the purpose of
providing information on the various Gty requirenments which nust be
nmet in processing applications for annexati ons, zone vari ances,

condi tional uses, street vacations, subdivisions, sale of Gty-owned
property, environmental inpact reports, construction of public

i nprovenents and building permts; coordinates the processing of
applications for various permts and prepares reports for major
commercial, industrial and high-rise devel opnments and Community
Redevel opnent Agency U ban Renewal Projects; arranges, attends and
conducts conferences and neetings; naintains |iaison and confers

wi threpresentatives of the Mayor's O fice, Council nenbers, and
depart nent heads concerni ng construction projects; appears before Gty
commttees and comm ssions to present information on proposed




projects; prepares reports on actions taken, and nmakes recommendati ons
on new procedures as required to expedite construction projects;

devel ops and naintains nmaster control data and records of all cases
and projects; prepares progress, periodic, and special reports and
correspondence; provides information on case status to the various
applicants; explains and interprets Gty policies, practices, and
procedures and devel ops good working rel ati onships with applicants;
receives, investigates and resol ves probl ens encount ered by
honmeowners, owners of showcase theaters, and small business

ent repr eneurs;

Drects and participates in the activities of the Commercial and

I ndustrial Coordinating and Expediting D vision and serves as staff
assistant to the Board of Public Wrks on natters pertaining to the
Gty Econom c Advisory Council, the Gty Cabinet Commttee on Econom c
Devel opnent; confers with representatives of the Mayor's (O fi ce,
Counci | representatives and the heads of Gty departnents to devel op
policies and procedures for neeting the objectives of the O CED
schedul es and chairs general neetings between representatives of Gty
departnents and private industry to resolve probl ens affecting

devel opnment prograns; directs, reviews and eval uates studi es desi gned
to shorten the tine required to process docunents through various Gty
departnents; reviews and anal yzes proposed | egislation and reports for
the Chief Legislative Analyst of possible effects on the econony of
the Gty; appears before Qty, state and federal boards and commttees
in support of |egislation which may i nprove the econony of the Gty;
attends conferences and neetings; prepares the budget and annual

report for the office; prepares reports, recommendati ons and conducts
anal ysis and investigations to inprove procedures, nethods, rules and
regul ations; nay represent the Board of Public Wrks before a variety
of coonmttees and agencies; and nmay be occasionally assigned to other
duties for training purposes or to neet technol ogi cal changes or

emner genci es.

Qualifications : A good know edge of the provisions of the Gty
Charter, Los Angel es Adm ni strative Code, Minicipal Code, ordinances
and the organi zation and functions of Gty departnents as they pertain
to urban renewal and nei ghbor hood devel opnent prograns and the
processi ng of applications for division or subdivision of |and, street
vacations or dedi cations, zone changes or variances, annexati ons,
constructions of public inprovenents, and securing all applicable
building permts; a general know edge of Gty Public Wrks prograns
and policies, assessnment procedures, and methods of financing
muni ci pal inprovenment projects; a general know edge of engi neering
requi renents and practices as applied to wastewater systens, drainage
systens, street lighting systens, street and hi ghway construction and
the supply of utility services for |arge devel opnent projects; the
ability to anal yze construction projects, including plans and

drawi ngs, and resolving problens in fulfilling Gty requirenents and
securing the necessary permts and approvals for najor commercial,
industrial and high-rise devel opnents, Community Redevel opnment Agency
Urban Renewal Projects and | ow cost housing projects; the ability to




prepare clear and concise witten reports; and the ability to
communi cate and deal tactfully and effectively w th departnental
representatives and a variety of individuals and busi ness
representatives.

Two years of experience at least at the level of Senior Gvil

Engi neering Drafting Technician advising citizens on the procedures
and requirenents for processing the various applications, permts,

pl an approval or other rel ated docunents needed for the devel opnent,
expansi on or inprovenent of businesses, public housing or public works
projects is required.

License: Awvalid California driver's license is required.

Physical Requirenents : Strength to performaverage lifting of |ess
than 5 pounds and occasionally over 15 pounds; good speaki ng and
hearing ability; and good eyesight. Persons w th handi caps nay be
capabl e of performng the duties of sone of the positions in this
class. Such determnation nust be nade by the nedi cal exam ner on an
i ndi vi dual basi s.

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 intented to declare
what the duties and responsibilities of any position shall be.



