
CITY OF BELLEVUE
invites applications for the position of:

Assistant Planner

SALARY: $26.47 - $36.53 Hourly 
$4,588.86 - $6,331.97 Monthly 
$55,066.32 - $75,983.64 Annually 

OPENING DATE: 05/20/16

CLOSING DATE: 06/03/16 05:00 PM 

JOB SUMMARY: 

This position reports to the Neighborhood Development Planning Manager and is on a team that makes 
up one of four work groups within the land use division. The scope of potential assignments is diverse 
and varied and ranges from predevelopment consulting and providing public information on policies, 
codes, and processes to a variety of residential and commercial buildout projects.  The position requires 
the ability to engage and collaborate with a very diverse client base within a dynamic community. Work 
requires strong analytical ability and excellent customer service skills.

Bellevue is the fifth largest city in Washington, with a population of more than 134,000. It is the high-
tech and retail center of the Eastside, with more than 140,000 jobs and a skyline of gleaming high-
rises. Bellevue has thriving, woodsy neighborhoods and a vast network of green spaces and recreational 
facilities which define its motto as "a city in a park."

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

• Develops reviews that are predominantly focused on short time-frame, non-discretionary 
applications as identified in the Planner Series Project Types.

• Reviews and interprets plans (e.g., site, landscaping, architectural, civil, clearing, and grading).
• Undertakes technical analysis of proposed projects, reviews recommendations with team and 

supervisor, communicates and negotiates revisions with applicants, conducts site 
visits/inspections, reviews building and occupancy permits to ensure compliance with city codes 
and permit conditions, negotiates solutions to project issues in a cooperative manner, coordinates 
review and application of code requirements with other department reviewers within the city 
when necessary, conducts research for discretionary review projects under the direction of an 
associate or senior planner, and maintains records and files.

• Conducts policy analysis and process improvements.
• Analyzes technical documents and information, summarizes data, draws conclusions, and makes 

recommendations.
• Develops professional experience relative to project management.
• Completes specific and routine tasks while gaining exposure to new substantive and procedural 

areas of expertise.
• Accountable for accuracy of work on assigned tasks and projects.
• Coordinates application approval/permit issuance for projects within the assistant planner project 

types pursuant to adopted performance timelines.
• Demonstrates informal leadership through participation in meetings and providing input to others 

on substantive and process issues related to development review.
• Leads efforts to develop process improvement, work manuals, and other tools to improve the 

quality and timeliness of assistant land use professional project types.
• Produces clear written documents tailored to audience per division templates and professional 

standards with assistance from expert or senior staff when necessary.
• Works effectively and predominantly with single applicants and city staff.
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• Communicates complete technical information in a direct and simple manner tailored to the 
audience.

• Redlines plans and drawings using industry standards for clarity and vocabulary.
• Negotiates with applicants to achieve solutions in a collaborative manner.
• Develops expertise with application of regulations and policies and provides the appropriate 

interpretation as it relates to planning.
• Provides public information regarding ordinances, codes, plans, and regulations in person and in 

writing to citizens, professionals, home owners, and others.
• Assists in the development of public information hand-out materials.
• Attends professional development workshops and conferences pertaining to land use, 

environmental review, and planning.

QUALIFICATIONS: 

EDUCATION AND EXPERIENCE REQUIREMENTS
Graduation from an accredited four-year college or university with a degree in land use planning, urban 
planning, landscape architecture, environmental studies, or a closely related field; or unrelated field and 
completion of an accredited professional planning certificate program.

Minimum:
Must have completed a related internship or other experience assisting in the development review 
process or, any demonstrated combination of education and applicable experience which provides the 
applicant with the required knowledge, skills, and abilities.

Preferred:
One or more years of responsible related experience in any of the following is preferred: land use 
planning, developmental review, the development process, environmental planning, or urban design.

KNOWLEDGE, SKILLS, AND ABILITIES REQUIREMENTS
Knowledge of: 

• Applicable codes and policies used in predominantly non-discretionary land use review.
• Understanding of clear and grade BMP's used in land use review.
• Comprehensive understanding of processes applicable to assistant planner project types.
• Development review programs and processes.
• Zoning laws and comprehensive plans including their formation, process of adoption, and 

enforcement.
• Principles, practices, regulations, and techniques in the field of land use, environmental or 

transportation planning.
• Microsoft Office software to prepare documents and spreadsheets.

Ability to:  

• Read and interpret architectural, civil, and landscape plans and documents.
• Utilize computer programs created for the benefit of facilitating development services review 

including permit tracking, timekeeping, GIS, and word-processing applications. 
• Communicate effectively orally and in writing with architects, contractors, developers, owners, 

supervisors, employees and the general public.
• Establish and maintain effective working relationships.
• Write clear and concise reports and plans.
• Establish and maintain effective working relations with state and agency members.
• Negotiate solutions to development review issues in a collaborative manner.
• Develop and implement systems improvements related to assigned body of land use professional 

project types.

OTHER: 

Physical Demands: 

The physical demands and work environment described here are representative of those that must be 
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met by an employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 

• Work involves walking, talking, hearing, using hands to handle, feel or operate objects, tools, or 
controls and reach with hands and arms.

• Vision abilities required by this job include close vision, distance vision, peripheral vision, depth 
perception, and the ability to adjust focus.

• The employee may be required to push, pull, lift, and/or carry objects up to 40 pounds.
• The noise level in the work environment is usually moderately quiet.

For more infomration on this position please contact Matthews Jackson at 425-452-2729

The City of Bellevue is situated between Lake Sammamish and Lake Washington with the Cascades mountain range to the east and the 
Olympic mountains to the west offering breath-taking panoramic vistas. Bellevue is the Eastside’s major urban population center, and is the 
fifth largest city in Washington State. We are proud of our award winning city and the employees who help make it happen! The City of 
Bellevue is truly a culturally-enriched destination city to live, work and play! Apply online at www.bellevuewa.gov.

The City of Bellevue values diversity in its workforce and is an Equal Opportunity Employer that does not unlawfully discriminate on the basis 
of race, sex, age, color, sexual orientation, gender identity, religion, national origin, marital status, genetic information, veteran's status, 
disability, or any other basis prohibited by federal, state or local laws.

APPLICATIONS MAY BE FILED ONLINE AT: 
http://www.bellevuewa.gov/

PO Box 90012
Bellevue, WA 98009

Position #16-00163
ASSISTANT PLANNER

KH 

Assistant Planner Supplemental Questionnaire

* 1. Do you have a four-year degree in land use planning, urban planning, landscape architecture, 
environmental studies, or a closely related field?

 Yes
 No

* 2. Please select the box that best describes your experience.

 Completed a related internship
 Less than one year experience in land use planning, developmental review, the development 

process, environmental planning, or urban design
 More than one year experience in land use planning, developmental review, the development 

process, environmental planning, or urban design
 None of the above

* Required Question
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