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TOWN OF JAMESTOWN

P.O. BOX 377, Jamestown, RI  02835

Position Title:  
Planning Department Assistant

Reports to: 
Town Planning Department Director

Summary: 

The Planning Assistant (30 hours per week) is a paraprofessional position which includes clerical duties as well as some planning duties under the supervision of the Town Planning Department Director.   

Duties and Responsibilities:

1. Organize and maintain departments filing system; keeps a variety of reports and records.
2. Assist with processing of Department bills and keep records of bills and general accounting of budget line items. 

3. Assist in the daily operations of the Planning Department including assisting public inquiries and provide information regarding planning inquiries and prepare and disseminate public application forms and packets.

4. Assist with preparation of Planning Commission packets for meetings including posting of agendas.

5. Assist with other general special planning projects as requested.  Such could include field investigation, file research, deed/land evidence research, surveys, etc.
6. Attendance of a maximum of 3 evening meetings per month (included in 30 hours) is mandatory (1st and 3rd Wednesday for Planning Commission and Affordable Housing as needed).  Note taking, transcribing and composing minutes of the meeting, typing of resulting correspondence, recording meeting and posting agenda on line and otherwise prior to the meeting.  Attending meetings, such as Technical Review Committee, during work hours and composing the minutes is also included as part of the work time.  
7. Various light accounting for the Planning Department grants such as RIDEM grants and the Community Development Block Grant is required.

8. Other duties as assigned.

Skills/Experience:

Knowledge of modern office procedures, practices, equipment and clerical activities.  Prior computer experience required, familiarity with Microsoft Office package including, Word, Excel, Outlook, PowerPoint required.  Must be able to type 35 to 45 words per minute accurately.  Must have some background in dealing with the public in a courteous, professional and efficient manner.  Independent worker and self-starter a must. 
Hours:

Part time 30 hours/week includes night meetings.  Hours to be mutually arranged by Planning Department Director and applicant. Eligible for benefits.
Salary:

$20.00/hour for 6 month probationary period with appropriate increase at that time.
