
TOWN OF BRECKENRIDGE       
POSITION DESCRIPTION 
  
Position Title: Planner I-II 
Department: Community Development 
Division: Planning 
Position Status: Full-Time Year-Round (FTYR) 
Pay Grade: 65 or 73 
FLSA Status: Exempt 
 

JOB SUMMARY 
Planners I - II perform complex and diverse administrative, technical, analytical and professional work. These roles work 
primarily in current planning and some work in long-range planning, with a reasonable degree of independent action 
and judgment. Planners I or II perform development application reviews, policy development, special projects, related 
administrative tasks, code enforcement, public assistance, and various research assignments. The incumbent will also 
prepare and presents staff reports, ordinances, recommendations, plans, and the results of special studies. 
 
Incumbents in the position are required to perform work in a manner consistent with and exemplary of the Town’s Core 
Values and the Town’s Equal Opportunity Employment policy.  
  
SUPERVISORY RESPONSIBLITIES 
The Planner I and Planner II positions are under the direct supervision of the Senior Planner and the Assistant Director of 
Community Development, and under the general and indirect supervision of the Director of Community Development.   
 
ESSENTIAL JOB FUNCTIONS / DUTIES 
• Serves as a project manager performing development review of complex development applications for compliance 

with Town codes, ordinances, and Historic District Design Standards. This includes the analysis of site plans, 
architecture, and compliance with the Development Code within required deadlines. 

• Serves as a positive, productive and supportive team member with other planning staff; Town officials; other 
departments; the public and other stakeholders on projects as assigned. 

• Assists in providing coverage at the front counter, working closely with applicants and the general public answering 
questions related to Town codes and ordinances and guiding them through the development review process.  

• Coordinates with other Town departments and related agencies based on requirements. 
• Works with the Director and Assistant Director of Community Development and the Planning Manager to prepare, 

plan and present staff recommendations to the Town Council and Planning Commission for action concerning 
development proposals. 

• Planners enforce the Town Sign Ordinance, Outdoor Display of Merchandise Ordinance and other planning related 
enforcement activities in application of the Town Development Code.  

• Provides follow-up support to the Building Division after development permit approval; compares building plans 
with development permit plans and inspects development for compliance with development permit conditions. 
Provides regular inspections of current building sites, including those with historic fabric, ensuring development 
permit compliance. 

• Issues Planning Division approvals for building permits and certificates of occupancy or certificates of completion: 
o Conducts related site inspections 
o Calculates required fees 
o Reviews improvement location surveys 
o Prepares, files and records development permits and restrictive covenants 
o Administers construction guarantees 

• Assists in or is responsible for performing long range planning tasks including:  Annexations; development 
agreements; developing policy recommendations, ordinances and elements of comprehensive plans; conducts 
related research and prepares discussion papers on various planning issues. 
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• Provides accurate planning related information to property owners, architects, developers, realtors, appraisers, and 
the general public. 

• Utilizes the Division’s permit software for development applications and approvals and keeps property files updated 
with pertinent development review paperwork.  

• Processes reviews of development permits and sign applications with degree of complexity dependent on placement 
level.  

• Performs other work as assigned and may be involved in special projects that are unrelated to reviews of proposals.   
• Continues educational and certification requirements to remain cognizant of current methods and procedures. 
• Regular, predictable, and dependable on-site workplace attendance is an essential function of the job. 
 
REQUIRED SKILLS / ABILITIES  
• Ability to negotiate effectively with developers for site planning, architectural design solutions and compliance with 

applicable Town codes. 
• Knowledge of the principles of planning and teamwork and the ability to apply these principles in an effective and 

professional manner.  
• Specialized knowledge of the policies, practices, activities, methods, and procedures of the department. 
• Skill in site planning, architecture, landscape architecture, urban design principles and practices. 
• Exhibit knowledge and skill in historic preservation philosophies and specific Town requirements for historic 

preservation.   
• Ability to communicate historic preservation principles and policies for the Planning Commission, applicants and the 

general public. 
• Knowledgeable and skilled in the legal aspects of planning and specific knowledge of legal requirements as they 

relate to the Town and State. 
• Knowledgeable and skilled in administrative procedures related to planning and development; architectural design, 

standards and requirements; and photographic techniques.   
• Effectively develop policies, code changes and programs related to site planning, historic preservation, architecture, 

and urban design. 
• Ability to establish effective working relationships with coworkers, colleagues, Town leadership, other TOB 

departments, governmental agencies, consultants, applicants and the general public.  
• Ability to effectively communicate Town policies and guidelines. 
• Knowledgeable of the required and necessary records, reports, documents, and related information required and 

able to maintain proper data and information as required.   
• Skilled in creating, developing, preparing, evaluating, reviewing and approving an assortment of proposals for 

development.    
• Ability to determine and interpret work processes for staff, maintaining harmonious relations among staff and 

promoting efficiency.  
• Ability to provide direction and give clear and precise verbal and/or written responses to inquiries or requests for 

information; perform multiple tasks at the same time; work accurately with frequent interruptions; provide 
attention to detail; receive/process confidential information; and use judgment to correctly apply Town policy, 
governing codes, law or other standards to specific situations.   

• Able to use independent judgment in routine and non-routine circumstances, and in critical situations.   
• Able to assemble and analyze information and make written reports and documents, as well as oral presentations in 

a clear, concise and effective manner. Must be able to speak before an audience with poise, voice control and 
confidence. 

• Able to speak, interact and work with individuals with varying degrees of education, as well as cultural influences in 
a professional manner which promotes better understanding and good public relations.   

• Specialized skill in utilizing computers and a variety of systems. Basic to intermediate Geographic Information 
System (GIS) skills.  

• Ability to perform duties and assume responsibilities under varying degrees of stress related to presentations, 
customer relations, and deadlines. Ability to produce quality work that requires constant attention to detail.   

• Able to adapt to organizational and technological change, identify problems and implement innovative change. 
• Able to work safely and execute judgment with respect to risk management and safety. 



 
WORKING ENVIRONMENT/PHYSICAL REQUIREMENTS: 
Work is typically performed in an indoor office environment, generally sitting at a desk, exerting up to 25 pounds to lift, 
carry, push, pull or move objects. Physical activities include moving about the Town Hall, sitting, standing, bending, 
stooping, reading, writing, typing, verbal and written communication, and visually observing situations. This role involves 
a high degree of public contact and may include potentially stressful interactions with clients, residents, or customers. 
 
There is some outdoor work for meetings, site visits and on-site inspections. Physical activities related to out of office 
work include walking on varying terrain and in varying weather conditions, making visual observations, listening, verbally 
communicating, moderate lifting (15 – 25 lbs.), and driving motor vehicles. 
 
EDUCATION & EXPERIENCE 
Placement for Planner I or Planner II is at the discretion of Management and is generally based on organizational needs 
and an individual’s qualifications. The following serves as a general framework of the minimum requirements (and 
preferences) for placement at each level: 
 
Planner I (Entry Level-Minimum Requirements & Preferences): 

• Bachelor’s Degree (Planning, Community Development, Landscape architecture, Architecture, or a closely related 
field). 

• One to two (1-2) years of local government experience in land use, urban planning, and comprehensive planning. 
• Public Sector experience (preferred). 

Planner II (Minimum Requirements & Preferences): 
• Bachelor’s Degree (Planning, Community Development, Landscape architecture, Architecture, or a closely related 

field). 
• Three to five (3-5) years of progressively responsible local government experience in land use, urban planning, 

and comprehensive planning. Alternatively, internal experience and job performance could be considered by the 
Director in lieu of the minimum years required. 

• Public Sector experience (preferred). 
 
LICENSES OR CERTIFICATES 
• A valid Colorado Driver’s License is required within 30 days of hire.  
• Must be able to pass a criminal background check with an acceptable Motor Vehicle Record. 

 
EFFECTIVE DATE: JUNE 2026 
 

Note: 
This position description is not intended to be an exclusive list of all of the requirements, duties, tasks, roles or responsibilities 

associated with the position. Nothing in this position description restricts the Town’s ability to assign, reassign or eliminate duties 
and responsibilities of this job at any time. The Town is an “at will” employer, and town employees may be separated from Town 

employment at any time and at the discretion of management. 
 

The Town of Breckenridge is an Equal Employment Opportunity Employer  
The Town does not discriminate against applicants or employees on the basis of age, race, gender, color, religion, national origin, 

disability, sexual orientation or any other status protected by federal, state or local law. 
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