00931

Development Facilitator  
Grade:  8

FLSA: Non-Exempt

Date:
7/19

Job Summary:  Performs a wide variety of tasks to facilitate an efficient review of plans through the County’s development review process.  Assists private sector developers and engineers through the process and works with County staff and outside agencies to transmit information, identify issues, resolve conflicts, and work towards a timely progression through the steps needed to gain approval to construct or redevelop property.  Responsible for meeting with private sector developers, engineers, business owners, and real estate professionals, as well as County officials and staff and outside review agencies to assist in an efficient and timely approval of development plans.  Works on various economic development projects as assigned. Duties include conducting meetings, researching regulations, coordinating agency review comments, proposing regulatory revisions, and assisting to resolve issues.  


Essential Functions:
1. Sets up and leads meetings with private sector professionals, landowners, County staff, and development review agencies. 
2. Provides guidance to private sector developers.
3. Combines project manager and ombudsman roles in order to coordinate project approval.
4. Is the point of contact for inquiries regarding the status of a project.
5. Generates alternatives and ideas to overcome issues and obstacles.
6. Tracks projects through the County’s on-line systems and provides information to customers.
7. Makes recommendations for amendments to the subdivision and zoning ordinances 

8. Attends Technical Evaluation Committee meetings.
9. Attends meetings of the St. Mary’s County Planning Commission and Board of Appeals.
10. Provides an overview and specific requirements of the development approval and permit process to customers.
11. Generates a list of appropriate sites (land, existing buildings) for customers looking to lease or buy property.

12. Works with commercial real estate brokers to assist customers in choosing a site.
13. Tracks economic development data related to vacancy rates, land sales, building sales, and leases.

14. Performs other duties as assigned.


Required Knowledge, Skills, and Abilities:  

1. Ability to obtain thorough knowledge of St. Mary’s County Government policies and procedures.
2. Ability to act as a representative of St. Mary’s County Government to the public.
3. Ability to obtain a thorough knowledge of department practices and procedures.
4. Must be knowledgeable of the practices, procedures, law, and principles of public planning, zoning, and building codes.
5. Ability to obtain thorough knowledge of relevant federal, state, and local regulations regarding the administration of plans and programs.
6. Ability to effectively communicate with other staff members. 
7. Ability to coordinate, advise, and work with residents, elected officials, senior staff, consultants, developers, surveyors, and engineers.
8. Ability to locate, review, and analyze data in order to make sound decisions.  

9. Ability to operate relevant computer systems, including hardware and software, including workflow management software.

Education and Experience: 
1.
Bachelor’s degree in land use planning, geography, environmental studies, architecture, landscape architecture, business, social or political sciences, or related field
2.
AICP preferred but not required
3.
Four or more years of job-related experience, additional education in a specialized area, or equivalent technical training, education, and experience.

4. 
Valid driver’s license

Physical and Environmental Conditions:  
Work requires no unusual demands for physical effort.

Work environment involves everyday risks or discomforts which require normal safety precautions typical of such places as offices or meeting rooms, e.g., use of safe work place practices with office equipment, and avoidance of trips and falls. 


The above job description is not intended as, nor should it be construed as, exhaustive of all responsibilities, skills, efforts, or working conditions associated with this job.  

Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions of the job.

I certify that this is an accurate statement of the essential functions and responsibilities of this position.
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