
CLASS TITLE: ASSOCIATE DIRECTOR,  

 DIVISION OF PLANNING  
 Class Code: 02507000 

 Pay Grade: 47 

 E.O. Code : A 

CLASS DEFINITION: 

 

GENERAL STATEMENT OF DUTIES:  To be responsible for the overall planning, development, 

implementation and administration of multiple planning programs/projects including: statewide planning, 

strategic planning, housing and community development, as well as, administrative and policy planning 

which require providing leadership and direction in shaping the state's objectives, long-range planning 

programs, proposed legislation, policies and emerging technologies/methodologies that impact 

department's overall planning functions; and to do related work as required. 

SUPERVISION RECEIVED:  Works under the administrative direction of the Director, Department of 

Administration with wide latitude for the exercise of initiative and independent judgment in the formulation 

of policy and program procedures; work is subject to review through conferences and submitted reports for 

effectiveness and conformance to applicable statutes, regulations and professional standards.   

SUPERVISION EXERCISED: Plans, organizes, assigns, directs and reviews the work of an 

administrative, managerial, professional, technical and clerical staff engaged in policy planning, statewide 

systems planning and strategic planning; coordinates the activities of the division with other state agencies, 

federal and local governments, and the private sector. 

 

ILLUSTRATIVE EXAMPLES OF WORK PERFORMED: 

  

To be responsible for the overall planning, development, implementation and administration of 

multiple planning programs/projects including: statewide planning, strategic planning, housing and 

community development, as well as, administrative and policy planning which require providing leadership 

and direction in shaping the state's objectives, long-range planning programs, proposed legislation, policies 

and emerging technologies/methodologies that impact department's overall planning functions. 

To be responsible for determining operational, project and program goals and objectives and to 

establish and administer the necessary scope of action, general policies and work schedules for each 

planning project and to supervise the execution of assignments. 

To assure the development and execution of innovative, efficient and effective planning studies 

and/or support systems and to prepare reports and recommendations based upon such studies. 

To effectively represent the Division of Planning within the Department of Administration, within 

the administrative structure of the state, and with a wide range of public and private organizations, groups 

and individuals. 

To be responsible for developing and monitoring budgetary or fiscal elements of planning 

operations, project and/or programs. 

To provide oversight and leadership for inter-agency and inter-governmental planning activities 

ensuring consistency with existing policy and regulatory requirements. 

To provide advisory services to state department directors and other state officials on statewide 

planning, strategic planning, housing and community development and administrative and policy planning 

issues. 

To be responsible for formulating short-long range planning strategies that support objectives and 

activities of the state's planning and/or policy, including changes in direction and new initiatives. 

To supervise and promote the implementation of policies, plans, and other recommendations 

through executive actions and orders, budgets, legislation and other means. 

To draft legislation, executive orders, rules and regulations for the state's planning functions, as well 

as, programs and policies. 



To oversee the review of a wide range of professional planning and/or policy proposals to insure 

consistency with established policies and plans and to coordinate them with related activities. 

To represent the director at meetings held for the purpose of formulating policy, procedures and 

plans. 

To do related work as required. 

 
REQUIRED QUALIFICATIONS FOR APPOINTMENT: 

 

KNOWLEDGE, SKILLS AND CAPACITIES: A thorough knowledge of the principles, methods, 

techniques, and practices of statewide planning, strategic planning, housing and community development 

and administrative policy/program planning and the ability to apply such knowledge in the administration 

and operation of state government and the relations between state, local and federal governments; a 

thorough knowledge of the methods and techniques involved in the collection and organization of physical, 

social, economic, fiscal and other data used in community, regional and statewide planning; a thorough 

knowledge of the principles of public administration the ability to apply this knowledge to the management 

of state planning functions and in areas including: physical, strategic, economic, and social development, 

governmental management, finance and budgeting and other administrative and policy planning areas 

within state government; a thorough knowledge of the budget process and fiscal policy at the state and 

federal level; a thorough knowledge of public policy formulation and evaluation; the ability to plan, assign, 

supervise, direct, and evaluate the work of a administrative, managerial, professional, technical and clerical 

staff to insure that professional standards and statutory, regulatory, and technical requirements are met; the 

ability to analyze and draft legislation, executive orders, rules and regulations for statewide government 

programs and policies; the ability to interpret programs, policies and directives as they apply to statewide 

planning, strategic planning, housing and community development and administrative and policy/program 

planning and to effectively communicate with all levels of staff, other departments and agencies, interested 

groups, and the public; the ability to plan and organize work, assemble resources, coordinate operations 

with interested parties, and achieve the intended results within budgetary and time limitations; and related 

capacities and abilities. 

 

EDUCATION AND EXPERIENCE: 

 

Education:  Such as may have been gained through: possession of a Master’s Degree in Planning, Public 

Administration, Business Administration, or a closely related field; and 

Experience: Such as may have been gained through: considerable employment in a highly responsible 

administrative and supervisory position involving professional planning functions related to community, 

regional and/or statewide programs including governmental administration and policy and program 

implementation. 

Or, any combination of education and experience that shall be substantially equivalent to the above 

education and experience. 
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