
  

 
 

Community Development Director                                             PW-CD/1 

Planning and Development 
 

The City of Sheridan’s core values are what define us both as individuals and as a collective group of people.  

We’ve selected these five values to emphasize the leadership role that every employee has in working as part of 

a team of teams, whether those teams are in another department within the City or at the County, State, or 

National level.  These values are paramount to meeting the mission of the City.  The values are Make a 

Difference, Take Initiative, Build Trust, Show Optimism, and Promote Teamwork. 

 

JOB SUMMARY 

 

This position is responsible for administering the City’s Planning and Building Divisions to develop and 

implement long-range plans, including land use evaluation, establishing and implementing strategic 

goals, making code change recommendations, and coordinating and overseeing the development review 

process. 

 

MAJOR DUTIES 

 

• Directs the day to day activities of the Planning Division, including land-use planning, subdivision 

review and permitting.  
 

• Oversees and leads the preparation, drafting, and updating of the Comprehensive Plan, as well as 

other long-range planning documents.  
 

• Conducts long-range planning and land-use analyses; makes policy and code change 

recommendations; drafts ordinances and resolutions for City Council consideration. 
 

• Administers development code enforcement and coordinates such with multiple City divisions. 
 

• Oversees and leads review of development proposals and preparation of staff reports for the City 

Council, the Planning Commission, and the Board of Adjustment; prepares maps, charts, PowerPoint 

presentations, and related support materials. 
 

• Presents staff findings on development proposals to the City Council, the Planning Commission, and 

the Board of Adjustments. 
 

• Coordinates and leads the City's economic development initiatives; oversees the creation of strategic 

plans, small business support, and public information and outreach; serves as liaison to other local 

economic development entities.   
 
 

• Coordinates activities between the Department and other entities, including but not limited to civic 

organizations, industry/trade organizations and citizens.   
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• Meets with community stakeholders and organizations regarding concerns pertaining to housing, 

economic development, historic and natural resource preservation, and land use; drafts policy and 

regulation changes to address these concerns. 
 

• Oversees and leads grant writing for planning related issues, including grants for community 

stakeholders. 
 

• Oversees and leads administration of grant provisions and coordinates grant reporting for planning 

related grants, including those of community stakeholders. 
 

• Coordinates with the County Planner regarding approval of projects within one mile of city limits; 

works with the County Planner to develop joint management plans and guidelines. 
 

• Oversees and leads zoning portion of building permit review for large or complex projects. 
 

• Oversees and leads design review process for building projects within Entryway Corridors and other 

special consideration areas. 
 

• Performs field and site visits and inspections. 
 

• Makes public presentations regarding planning and land-use issues in the community; conducts other 

public outreach efforts on related issues. 
 

• Supervises GIS contract services related to community development and infrastructure.  
 

• Prepares and administers the budget for the Planning and Building Divisions. 
 

• Performs other related duties. 
  

KNOWLEDGE REQUIRED BY THE POSITION 

 

• Knowledge of current planning theory and techniques, zoning and land-use regulation, and growth 

management practices. 
 

• Knowledge of statistical and build out analysis, population data interpretation, and land-use pattern 

recognition. 
 

• Knowledge of city codes, state and federal law, and case law. 
 

• Knowledge of department and city policies and procedures as well as personnel policies and 

procedures. 
 

• Skill in reading plats, site plans, architectural renderings, and construction plans. 
 

• Skill in the use of GIS software applications and building permit management software. 
 

• Skill in the operation of computers and other standard office equipment. 
 

• Skill in scheduling, problem solving and decision making. 
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• Skill in the supervision of personnel. 
 

• Skill in public speaking and public relations. 
 

• Skill in oral and written communication. 
 

SUPERVISORY CONTROLS 

 

The Public Works Director assigns work in terms of department goals and objectives.  The supervisor 

reviews work through conferences, reports, and observation of department activities.   

 

GUIDELINES 

 

Guidelines include city subdivision regulations, zoning ordinances, state and federal land-use and 

planning-related laws, state and federal case law regarding municipal land-use controls, and currently 

accepted planning theories and techniques.  These guidelines require judgment, selection, and 

interpretation in application. 

 

COMPLEXITY/SCOPE OF WORK 

 

• The work consists of varied management, administrative, supervisory, and technical duties.  The 

need to balance community needs against state and federal requirements and individual resident 

desires contributes to the complexity of the position. 
 

• The purpose of this position is to effectively plan for wise land use, community needs, and economic 

development.  Successful performance helps ensure beneficial and well-planned City growth. 
 

CONTACTS 

  

• Contacts are typically with the County Planner, co-workers, building inspectors, engineers, 

architects, surveyors, developers, contractors, and members of the general public. 
 

• Contacts are typically to give or exchange information, resolve problems, motivate personnel, 

provide services, and justify, negotiate, or settle matters.  
 

PHYSICAL DEMANDS/ WORK ENVIRONMENT 

 

• The work is typically performed while sitting at a desk or table. 
 

• The work is typically performed in an office. 
 

SUPERVISORY AND MANAGEMENT RESPONSIBILITY 

 

This position has direct supervision over Planning Technician (1) and Building Official (1). 
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MINIMUM QUALIFICATIONS 

 

• Knowledge and level of competency commonly associated with the completion of a Bachelor's 

degree in a course of study related to the occupational field.  A master’s degree in planning or 

related discipline is preferable. 
 

• Experience sufficient to thoroughly understand the diverse objectives and functions of the subunits 

in the division/department in order to direct and coordinate work within the division/department, 

usually interpreted to require five to seven years of related experience. 
 

• Possession of a valid driver's license issued by the State of Wyoming or the type of vehicle or 

equipment operated. 
 

• AICP certification preferred, but not required. 
 

The City of Sheridan is an at-will employer.  This means that either party – the employee or the employer 

– may end employment at any time, with or without cause, with or without notice.  All the terms, 

conditions and benefits of employment with the City are subject to change at any time, with or without 

notice, at the discretion of the City. 

 

 


