
 
City Planner (Zoning Administrator) 

 

Job Description 

 

The City Planner (Zoning Administrator) is responsible for the planning and zoning of Alpine 
City, code enforcement and serves as an assistant to the City Administrator in the performance 
of various duties.  Due to the small number of staff members, this position is expected to work 
closely with other employees and be able to perform a wide variety of tasks that may not be 
related to Planning and Zoning.  All duties will be performed under the direction of the City 
Administrator.   

 
 

Duties include, but are not limited to:  

1. Provides staff assistance to the City Council, Planning Commission, Appeal Authority, 
and other city commissions and committees as assigned. 

2. Performs city planning activities as directed by city ordinances, planning policies and 
management; provides information to the public, by way of interpreting ordinances and 
policies.  

3. Updates and maintains the General Plan and corresponding master plans. 
4. Writes and researches new ordinances as directed by the City Administrator, Planning 
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Commission or City Council. 
5. Maintains City Development Code and website information. 
6. Enforces codes and zoning ordinances; answers inquiries and complaints regarding their 

interpretation and applicability. Works with the public in tense situations while keeping 
friendly composure and customer service.  

7. Conducts basic analytical studies regarding department operations, administrative 
problems, policies and procedures; contacts other organizations for information, makes 
recommendations and implements policy and procedural changes after approval.  

8. Processes land use applications (site plans, subdivisions, conditional use permits, 
boundary line agreements, etc.), prepares staff reports and makes presentations to the 
Planning Commission and City Council.  

9. Represents the City Administrator at various boards and commissions, both within the 
city and outside as assigned. 

10. Acts as the City’s code enforcement officer. 
11. Other duties as needed. 

 

Qualifications  
 

Knowledge of:  
Modern and complex principles and practices of planning program development and 
administration; advanced principles and practices of budget preparation and administration; 
principles of supervision and training; pertinent federal, state, and local laws, codes, and 
regulations; information sources and research techniques; architectural design review 
concepts; principles of land use laws; principles and practices of public administration and 
management; research and analytical techniques.  

Ability to:  
Provide administrative and professional leadership and direction; recommend and implement 
goals, objectives, and practices for providing effective and efficient services; manage, direct, 
and coordinate the work of professional, technical, and administrative support personnel; 
select, supervise and train staff; identify and respond to community and planning issues, 
concerns, and needs; analyze problems, identify alternative solutions, project consequences of 
proposed actions, and implement recommendations in support of goals; research, analyze, and 
evaluate new service delivery methods, procedures, and techniques; prepare and administer 
budgets; prepare clear and concise administrative reports; interpret and apply pertinent 
policies, procedures, laws, codes, and regulations; communicate clearly and concisely, both 
orally and in writing; establish, maintain, and foster positive and harmonious working 
relationships with those contacted in the course of work.  

Experience and Education:  
Any combination equivalent to experience and education that would likely provide the required 
knowledge and abilities.  Such combination would include a bachelor’s degree in planning, 
public administration, political science, business or finance.  

Licenses, Certificates, or Registrations:  
Possession of, or ability to obtain, an appropriate, valid driver's license. Must be bondable.   



Physical Demands:  
Ability to work in a standard office environment; typically, the employee may sit comfortably to 
do the work. However, there may be some walking; standing; bending; carrying of light items 
such as papers, books, small parts, and boxes (no heavier than 50 lbs.).  
 

How to Apply 
  
Applicants should submit the Alpine City application, cover letter, resume and references to 
Cortnie Graham, Administrative Assistant, at 20 North Main Street, Alpine, UT 84004 or via 
email to cortnie@alpinecity.org.  She can also be reached at 801-756-6347 ext. 1.  Alpine City is 
an equal-opportunity employer. 
 
Applications will be accepted until 5:00 pm on Friday, June 30th, 2017. 
 

 

 

The Community 
 

Alpine City is located north of State Road 92 in the northeast 

corner of Utah Valley near the mouth of American Fork 

Canyon.  Alpine City was established in 1850. The current 

population of Alpine City is approximately 11,000 people.  

  

Alpine City highly values its history and reputation as a great 

place to live and raise a family.  Protecting the stunning beauty 

of the surrounding mountains and the family oriented, small-

town atmosphere is of utmost importance to the residents and 

City officials of Alpine.  The primary focus of Alpine City is to 

preserve and maintain these characteristics. 
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