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CITY OF REDWOOD CITY 

ASSISTANT COMMUNITY DEVELOPMENT DIRECTOR 
 

 
DEFINITION 
 
Plans, directs, organizes, evaluates, and coordinates the work of the Planning Division 
and other community development-related areas as assigned within the Community 
Development Department. Implements the mission of the department with a 
commitment to customer focus, service excellence, problem solving, community 
interests and continuous improvement.  Provides highly responsible and complex 
administrative support to the Director in support of the vision, goals, and values of the 
organization and the policy direction as set by the City Council, assisting with the 
overall department administration, formulation and implementation of the 
Department’s overall goals, budget, training, policies, and evaluation programs, and 
serving as Acting Director in Director's absence. 
 

SUPERVISION RECEIVED AND EXERCISED 
 
This position reports to the Community Development Director. 
 
Responsibilities include direct and indirect supervision of management, professional, 
administrative staff, as well as temporary/seasonal employees. 
 

 
EXAMPLES OF IMPORTANT AND ESSENTIAL DUTIES 
 
1. Plans, directs, coordinates, and/or reviews the work plan for the Planning 

Division, including, management, supervisory, professional, and support staff. 

2. Oversees the preparation, review, application, and implementation of planning 
policies, and Zoning Ordinances; and makes interpretations of these policies 
and zoning codes.  Oversees the processing of complex projects, and the 
assignment and monitoring of work. 

3. Recommends amendments and revisions to the General Plan and other area 
plans. 

4. Serves as Zoning Administrator making rulings on certain zoning and land use 
permits. Serves as Planning Commission liaison facilitating Planning 
Commission review of projects. 

5. Assists in managing the Department annual budget with particular focus on 
the Planning Division budget; directs the monitoring of and approves 
expenditures; directs and implements adjustments as necessary. 

6. Continuously monitors and evaluates the efficiency and effectiveness of service 
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delivery methods and procedures; assesses and monitors workload, 
administrative and support systems, and internal reporting relationships; 
identifies opportunities for improvement, and makes recommendations to the 
Director; a n d  directs the implementation of improvements. 

7. Motivates and evaluates assigned personnel; provides or coordinates staff 
training; works with employees on performance issues; responds to staff 
questions and concerns; makes disciplinary recommendations to the 
Director. 

8. Meets with developers, property owners, and other entities to discuss 
potential or current project proposals and long-range planning initiatives. 

9. Represents the division to other City departments, elected and appointed 
officials, and outside agencies; explains and interprets Zoning Ordinance, 
Precise Plans, General Plan, and regulations to internal and external 
stakeholders and provides technical advice and information. 

10. Assists in managing and participates in the development and administration of 
requests for proposals; participates in the evaluation of proposals; provides 
direction during contract negotiations; and approves contracts and/or contract 
amendments within approval authority. 

11. Coordinates and manages interdepartmental problem-solving teams to 
address issues and recommend solutions to resolve issues. 

12. Prepares, reviews, edits, and presents staff reports, various management 
and information updates, and reports on special projects to the City Council, 
Planning Commission, and a variety of other boards, commissions, and 
advisory bodies as assigned by the Director. 

13. Attends and participates in professional group meetings; stays abreast of new 
trends and innovations in building, planning, transportation, and other 
community development-related fields. 

14. Monitors changes in laws, regulations, and technology that may affect City 
or division operations; implements policy and procedural changes as required. 

15. Responds to public inquiries with requested information and/or holds meetings 
to discuss concerns and issues. 

16. Serves as Acting Director in the Director’s absence. 

17. Performs related duties and responsibilities as assigned. 
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JOB RELATED AND ESSENTIAL QUALIFICATIONS 

 
Knowledge of: 
 
Concepts, theories and principles and practices of current and long-range 
planning including General Plan and zoning ordinance administration, land use, 
and environmental impact reviews. 

Land development requirements and processes such as the Subdivision Map 
Act, California Environmental Quality Act (CEQA), including Environmental 
Impact Reports, and Transportation Impact Analyses. 

The role of GIS and data analytics in planning, economic development, and 
other community development-related topics a Capital Improvement Program 
(CIP), and performance evaluation. 

Principles and practices of leadership, motivation, team building and conflict 
resolution. 

Organizational and management practices as applied to the analysis and 
evaluation of programs, policies, and operations; principles and practices of 
municipal government administration including budgeting and contracts. 

Current or proposed local and regional construction,  transportation, and City 
CIP projects impacting City planning operations. 

Techniques for effectively representing the City in contacts with governmental 
agencies, community groups, and various organizations. 

Applicable Federal, State, and local laws, rules, regulations, ordinances, and 
organizational policies and procedures relevant to assigned area of 
responsibility. 

Relevant office practices, computer equipment and applications. 

English usage, grammar, spelling, vocabulary, and punctuation. 

Techniques for providing a high level of customer service to the public, vendors, 
contractors, and City staff. 
 
Ability to: 
 
Exercise sound and independent judgment, conduct independent analyses and 
make recommendations on highly complex, difficult, and sensitive issues. 
 
Interpret and explain complex regulations to internal and external stakeholders. 

Prepare a variety of written reports and public presentations to the City Council, 
Planning Commission, advisory bodies, and other community groups. 
  



CITY OF REDWOOD CITY    
ASSISTANT COMMUNITY DEVELOPMENT DIRECTOR (Continued) 
 

4 
 

Supervise, train, coach, evaluate, and support professional, technical, and clerical 
staff.  
 
Encourage leadership, teamwork, career advancement, and problem solving. 
 
Communicate clearly and concisely, both verbally and in writing. 
 
Build and maintain constructive relationships by promoting effective partnerships 
with all those contacted in the course of the work, including employees, 
bargaining groups, contractors, customers and residents. 
 
Operate a motor vehicle safely. 
  
Education and Experience: 
Any combination of education and experience that would likely provide the 
required knowledge and abilities is qualifying.  A typical way to obtain the 
knowledge and abilities would be: 

 
 Education: 
 

  Bachelor’s Degree or equivalent from an accredited college or university 
with major coursework in architecture, planning, business or public 
administration, real estate, public policy or a related field. Supplemental 
course work, certification, professional registration, or a Master’s degree 
is desirable. 

 
 Experience: 
 

  Five years of increasingly responsible experience in Community 
Development, including three years of planning program management or 
supervision.  Senior management level as a professional Planner or 
similar position within the City or another organization. One or more years 
of Planning Commission liaison experience or zoning administration is 
highly desirable. 

 
License or Certificate: 
 
Possession of, or ability to obtain, a valid State of California driver's license at 
time of hire. 
 
Possession of an American Institute of Certified Planners (AICP) Certification 
is highly desirable. 
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Work Environment: 
Essential duties require the following physical abilities and work environment: 
 
Ability to work outside of normal business hours as needed; travel to attend 
meetings, seminars, and conferences as required. 
 

Ability to work in a standard office environment with some ability to sit for long 

periods of time and with prolonged exposure to a computer screen. 

 
 
Effective Date:  September 14, 2020  
Amended Date: January, 2024 
Bargaining Group:  Unrepresented Executive Management/ FLSA Exempt / At-Will 
 


