
MISSAUKEE COUNTY 
 

Title:  Planning Director      Department:  Planning   

 

Purpose: 

The Planning Director is responsible for developing and coordinating a comprehensive planning program 

for the county, which includes preparing essential documents such as the Master Plan, Recreation Plan, 

Technology Action Plan and other related land use plans and strategies. This position serves as the 

primary staff person to the Missaukee County Planning Commission, reports to the County Administrator, 

and may require irregular work hours. It may also require travel by the employee in his/her own vehicle. 
 

Responsibilities/Essential Job Functions:  

An employee in this position may be called upon to do any or all of the following essential functions. 

This is not inclusive of all duties expected of the employee. To perform this job successfully, an 

individual must be able to perform each essential function satisfactorily. 
 

1. Direct, formulate and maintain a comprehensive master plan in accordance with state 

statute for the physical development of the county. 

 

2. Direct, formulate and maintain a recreation plan in accordance with Michigan 

Department of Natural Resources requirements, so that the county maintains eligibility to 

apply for MDNR recreation grant funding. 

 

3. Prepare annual department budget and monitor associated revenues and expenditures; 

coordinate budget amendments with County Administrator as necessary. 

4. Remain current regarding all applicable planning practices and principles.  Monitor 

legislation regarding planning matters and advise County Administrator and Planning 

Commission regarding the same. 

5. Answer inquiries regarding planning and zoning matters, coordinate planning activities 

with township and city planners to encourage coordination and efficiencies. 

6. Assemble information and prepare detailed records and reports as required to support 

planning activities. 

 7. Perform related work as required. 

EMPLOYMENT QUALIFICATIONS: 

The requirements listed below are representative of the knowledge, skills, abilities and minimum 

qualifications necessary to perform the essential functions of the position.  

 

1. Associate’s degree in land use planning, public administration, or related field. Bachelor’s degree 

preferred. 

2. Minimum of at least one year in land use planning or similar field is preferred. 

3. Ability to communicate effectively, both verbally and in writing. 

4. Ability to tactfully handle potentially stressful situations. 

5. Ability to maintain professional integrity and respect for colleagues, co-workers and the public. 

6. Ability to utilize specialized software packages such as Microsoft Publisher, Excel, Word, and 

Outlook. 



7. Ability to use office equipment such as telephone, fax machine, and copier, and possess the 

computer skills necessary to effectively utilize databases, spreadsheets, and basic word 

processing.  

8. Employee must be physically and mentally able to perform the essential duties of their position 

without excessive absences. 

9. Employee must be able to pass a physical examination and drug testing. 

 

An employee in this position may be called upon to do any or all of the above tasks.  (These examples do 

not include all of the tasks that the employee may be expected to perform.) 

PHYSICAL REQUIREMENTS: 
This job requires the ability to perform the essential functions contained in this description. These 

include, but are not limited to, the following requirements: 

1. Prolonged sitting and standing while in the office.  

2. Ability to travel to and attend meetings/training seminars at off-site locations. 

 
Reasonable accommodations will be made for otherwise qualified applicants unable to fulfill one or more 

of these requirements. 

 

WORKING CONDITIONS:  

1. Works in office environment.  

2. Daily contact with the public. 

3. May be requested to attend out of town conferences or evening meetings. 

 

FAIR LABOR STANDARDS ACT STATUS:   

Non-Exempt (hourly) 

Missaukee County is an Equal Employment Opportunity Employer 

REVISION HISTORY:   

 

October 2019 

September 2022 


