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CITY OF WASCO 
POSITION DESCRIPTION 

PERTINENT POSITION DESCRIPTION DATA 

Position Title:  Planning Technician I  Department :  Planning   

Reports to:  Senior Planner  FLSA Classification : Non-Exempt   

Career Ladder: Assistant Planner I  Pay Grade:  Approval Date   
 
POSITION SUMMARY:   
The fundamental reason this classification exists is to maintain and update the City’s computerized land 
use inventory system; makes field trips for verification of land use data; prepares land use information, 
data, graphics, visual aids, and maps through the use of Geographical Information System (GIS) 
applications; maintains or creates various GIS coverage’s as needed; Reviews various planning 
applications for completeness and compliance with planning regulations that require permits or approval 
from the Planning Department. Assisting and processing tentative subdivision and parcel maps for 
processing, and supporting the planning operations of assigned planning section and responding to public 
inquiries; . The Planning Technician also performs other work as required. 
 
CLASS CHARACTERISTICS: 
 
Planning Technician I is the entry-level class in this technical planning series. Initially, under close 
supervision, incumbents perform the routine technical planning duties while learning City policies and 
procedures. Assigned responsibilities include the preparation of land use and zoning exhibits for use in 
reports and public hearings; processing of approved parcel and subdivision maps and the use of GIS and 
special computer program applications to notify property owners and occupants of permits and changes in 
land use. This class is alternately staffed with Planning Technician II and incumbents may advance to the 
higher level after successfully completing a six-month probationary period and gaining one additional 
year of experience and demonstrating proficiency that meets the requirements of the higher-level class. 
 
ESSENTIAL RESPONSIBILITIES: 
 
Updates official City maps through the use of GIS applications to reflect street, parcel, zoning, and land 
use changes; assigns census tract numbers, geo codes and addresses to approved parcel and subdivision 
maps; prepares computations of lot area and frontages.  
 
Uses computers and GIS programs for various technical planning projects and studies, such as ESRI 
ARCEDIT for creating and editing coverage’s, ARCVIEW for analytical analysis, and VESTRA 
MAPMAKER for compiling customized maps and exhibits.  
 
Updates and edits land use data base; computes output data utilizing official field surveys, building 
permits, assessor and approval parcel and subdivision maps, and other authorized source documents. 
 
Writes, revises, and interprets legal descriptions of property for zoning cases, annexations, and 
ordinances, some of which may require the use of engineering equipment, i.e., planimeter for obtaining 
irregular shaped acreage.  
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Utilizes GIS programs and applications to notify property owners and occupants within radius of subject 
site regarding use, variance, zoning, home occupation, historic landmark designation, street name change, 
and related permits.  
 
Processes approved parcel and subdivision maps by assigning census tract numbers, geo codes, and 
addresses.  
 
Utilizes GIS programs to prepare graphics for reports, brochures, and publications.  
 
Responds to questions from the public, other divisions, and City departments on matters related to 
addresses, subdivisions, census tract numbers, street locations, ownership, city/county jurisdiction, and 
related items.  
 
Maintains records of up-to-date City maps and land use documents; drives to various sites for field 
verification of land use data.  
 
Makes statistical surveys and calculations through either the land use inventory file or ARCVIEW or 
ARCPLOT applications.  
 
Assists developers and coordinates the approval of street names in proposed subdivisions.  
 
May perform other work as assigned  
 
 
MINIMUM QUALIFICATIONS:  
Knowledge of – Basic research methods utilized in the collection, tabulation, analysis, and application of 
planning data; Basic computer user applications, including the interpretation of input/output data; 
Mathematical concepts, including algebra, plane geometry, trigonometry, calculations of square footage; 
Terminology, symbols, methods, techniques, and instruments used in planning and map drafting; 
Techniques of digitizing, drafting, and automated mapping and graphic display; Principles, procedures, 
techniques, nomenclature, and operation of GIS. 

 
Skilled in – Updating and maintaining a computerized land use inventory system; Preparing clear and 
accurate drawings of maps through the use of GIS; Making accurate mathematical and statistical 
calculations; Interpreting maps, drawings, and field survey notes; Utilizing GIS to prepare graphics, 
exhibits, maps, and charts for presentation by Planners; Maintaining organized and accurate records of 
maps, charts, and other planning documentation; Organizing work, setting priorities, and making sound 
independent decisions within established guidelines; Establishing and maintaining effective working 
relationships with those contacted in the course of the work. 
 

Ability to -. The ability to work in a wide variety of planning technician applications; ability to precisely 
follow written and oral instructions; ability to perform detailed work neatly and thoroughly; ability to deal 
effectively with the public. 

Licenses and Certificates –. Must possess a valid California driver’s license. Must be able to distinguish 
colors. 
Physical Abilities and Work Environment – Positions in this class are typically situated in a standard 
office environment however; the need for leaving the office to perform fieldwork including visiting job 
sites will be required. 
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Other – Bilingual fluency in English and Spanish is desirable.  

 

EDUCATION AND EXPERIENCE:  
Any combination of experience and education that would be likely to provide the required knowledge, 
skills, and abilities could be qualifying, as determined by the City. A typical way to obtain the knowledge, 
skills, and abilities is: 

Experience Two years' experience in planning or public administration; or an equivalent combination of 
training and experience which provides the capabilities to perform the described duties. 

Education - The completion of two years of college with course work emphasis in planning or a related 
field 
 
ACKNOWLEDGEMENT  
 
A review of this position has excluded the marginal functions of the position that are incidental to the 
performance of essential job duties. The duties and responsibilities are essential job responsibilities and 
requirements and are subject to possible modification to reasonably accommodate individuals with 
disabilities. To perform this job successfully, the incumbent(s) will possess the knowledge, skills and 
abilities to perform each duty proficiently. The requirements listed in this document are the minimum 
levels required for this position.  
 
I acknowledge that I have received a copy this position description 
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Signature 
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