PERMANENT FULL-TIME
PLANNING ASSISTANT

(Competition 24-44)

Position Overview

The City of Nanaimo is seeking a permanent full-time Planning Assistant within
the Current Planning Section. Under the direction of the Manager, Current
Planning, the incumbent is responsible for ensuring that development
applications meet applicable City bylaws, pertinent statutes, and current
municipal planning goals and objectives. The Planning Assistant will have a
strong knowledge of site planning, urban design, and community planning
practices. This position requires the ability to work under continual deadlines,
resolve competing community interests, prioritize and successfully complete a
multitude of tasks, pay attention to detail and deal tactfully with a variety of
people.

Qualifications

Applicants must have a degree in Urban Planning, Urban Design, Geography,
Architecture, or Landscape Architecture, as well as a minimum of 1 year
experience working in a municipal environment assisting in the planning
function. An equivalent combination of education and experience may be
considered. Possession of a valid Class 5 BC Driver’s License is required.

Additional Information
This is a unionized position. $41.31 per hour - after Probation (Jan 2024 Rate),
based on a 35 hour work week.

Shortlisted applicants may be required to undergo a criminal record check
and/or a verification of their education credentials.

To apply for this opportunity, please submit a resume and cover letter (.docx or
PDF file format) to employment.opportunities@nanaimo.ca referencing the
specific competition 24-44. For detailed information on this position and for
more information on our community, please visit our website at
https://www.nanaimo.ca.

The City of Nanaimo is an inclusive employer that values diversity and invites applications from
all qualified individuals who are legally entitled to work in Canada. We thank all applicants in
advance for their interest; however, only those selected for further consideration will be
contacted. If shortlisted for the role and need an accommodation within the hiring process, we
would be pleased to discuss how best to accommodate your needs.
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What's
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The City of Nanaimo is a growing,
livable urban centre that still
maintains its historic charm. Situated
between the mountains and the
ocean on the east coast of Vancouver
Island, Nanaimo is a short ferry trip
away from Metro Vancouver, and a
90 minute drive from Victoria.
Nanaimo is home to Vancouver Island
University and is rich in parks,
recreational, cultural and social
amenities.

We offer a diverse team
environment, competitive wages and
a comprehensive benefit plan for
permanent employees as well as
social and wellness activities.
Depending on the position, we also
offer flexible work opportunities,
alternative work schedules and
remote work programs.

Posting Date
Friday, May 10, 2024

Application Deadline
Open until filled

Contact Information

Human Resources

City of Nanaimo

2" Floor, 455 Wallace Street
Nanaimo, BC V9R 5J6
Phone: (250) 755-4406

Fax: (250) 755-4449

WWW.Nnanaimo.ca
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JOB DESCRIPTION

TITLE: PLANNING ASSISTANT
DEPARTMENT: Planning and Development
LEVEL: 10
Position Last Evaluated: Dec 2014
Job Desc. Last Updated: Aug 2020
JOB SUMMARY

Under the direction of the applicable Planning and Development Manager, the incumbent is
responsible for ensuring that development applications meet applicable City bylaws, pertinent
statutes, and current municipal planning goals and objectives. The Planning Assistant will have
a strong knowledge of site planning, urban design, and community planning practices. This
position requires the ability to work under continual deadlines, resolve competing community
interests, prioritize and successfully complete a multitude of tasks, pay attention to detail and
deal tactfully with a variety of people.

TYPICAL DUTIES AND RESPONSIBILITIES

1. Responds to inquiries from the public, the development community and staff respecting
the Zoning Bylaw, the Official Community Plan, development guidelines and application
processing.

2. Conducts technical reviews of applications to ensure compliance with applicable

development bylaws, design guidelines and the Official Community Plan. Applications
include: rezoning, development permits, development variance permits, temporary use
permits, Board of Variance appeals, business licences, sign permits, and Agricultural
Land Reserve applications.

3. Ensures that statutory notification and other requirements are completed for public
hearings, development variance permits, temporary use permits, Agricultural Land
Reserve and the Board of Variance.
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TYPICAL DUTIES AND RESPONSIBILITIES cont.

4, Coordinates and evaluates the referrals for development applications and provides
recommendations for the Planner.

5. Prepares and handles the processing of detailed amendment bylaws for Council’s
consideration.

6. Assists in the preparation, review, amendment, registration, and discharge of legal
documents (e.g. rights-of-way, easements, covenants, housing agreements and land use
contracts).

7. Maintains a database for the tracking of development applications.

8. Administers securities required for amenities/site features as negotiated as part of the

development approval.

9. Reviews building permit applications, including on-site inspections, to ensure projects
comply with the Zoning Bylaw and conditions set out in the development
permits/development variance permits.

10. Conducts meetings as required for committees, public hearings and public input.

11. Prepares planning reports as required for Committees and Council.

12. Researches and produces land use statistical information and graphic presentations.
13. Maintains and updates land use maps using both traditional and computer techniques.
14. Investigates Zoning Bylaw infractions in collaboration with the Bylaw Section.

15. Performs other duties as required.

REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES

Considerable knowledge of community planning principles and best practices and current
trends in development planning.

Knowledge of computer techniques as they apply to planning applications, including
Geographic Information Systems and Property Systems.

Knowledge of urban design, site planning, landscape design, building construction and drafting
practices.
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REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES cont.

Ability to interpret and evaluate development plans and specifications.

Ability to prepare concise reports and correspondence.

Ability to negotiate with competing interests during the development process.

Ability to prioritize and perform under continual deadlines and have strong organizational skills.

Ability to communicate with tact and diplomacy to handle communications and contacts of a
difficult or specialized nature.

Basic computer skills with database programs (such as Access) and Municipal computer
programs.

MINIMUM TRAINING AND EXPERIENCE REQUIRED

Degree in Urban Planning, Urban Design, Geography, Architecture, or Landscape Architecture.

Minimum of 1 year experience working in a municipal environment assisting in the planning
function.

Or an equivalent combination of education and experience.
Possession of a valid Class 5 BC Driver’s Licence.

GENERAL STANDARDS

All employees shall take reasonable care to protect their health and safety, and the health and
safety of other persons by becoming familiar with the Occupational Health & Safety (OH&S)
Program, following established safe work procedures, using protective equipment, and asking
for training if unfamiliar with work requested to perform.

Contributes in maintaining a respectful, safe, and supportive work environment that embraces
diversity and where everyone is treated with courtesy, dignity, and fairness.

Adheres to City policies and objectives.



