
  

 

 

 
PRINCE GEORGE COUNTY, VIRGINIA 

 
July 2022 

 

PLANNING & ZONING TECHNICIAN 

 

 FLSA Status: Non-Exempt 

GENERAL DEFINITION AND CONDITIONS OF WORK: 

Performs intermediate skilled clerical and responsible administrative work assisting with a variety of office assistance 

and administrative tasks; does related work as required. Work is performed under regular supervision.  

 

This is sedentary work requiring the exertion of up to 20 pounds of force occasionally and a negligible amount of force 

frequently or constantly to move objects; work requires reaching, walking, fingering, and repetitive motions; vocal 

communication is required for expressing or exchanging ideas by means of the spoken word; hearing is required to 

perceive information at normal spoken word levels; visual acuity is required for color perception, preparing and 

analyzing written or computer data, determining the accuracy and thoroughness of work, and observing general 

surroundings and activities; the worker is not subject to adverse environmental conditions. 

 

ESSENTIAL FUNCTIONS/TYPICAL TASKS: 

Provides technical support to the Planning and Zoning Division; Intake and processing applications, plats and 

proposals, researching legal documents and files; assisting the public with zoning and subdivision matters; 

preparing and maintaining records and files; Receiving, screening and processing telephone calls; assisting the 

public; scheduling appointments; typing; word processing and data processing duties and preparing reports. 
(The following tasks are intended only as illustrations of the various types of work performed. The omission of specific duties does not exclude them 

from the position if the work is similar, related, or a logical assignment to the position.) 

Processes development applications including reviewing applications for completeness, tracking the process of 

proposals, coordinating inter-department and inter-agency reviews and compiling comments from other departments; 

Provides technical support to the planning and zoning team including researching and collecting data, processing and 

maintaining project records and reports, updating GIS mapping and website and tracking socioeconomic data; 

Researches legal documents and files; 

Compiles applications, studies and staff reports; 

Advises the public as necessary on procedures and policies related to planning/zoning/subdivision issues; 

Staffs front desk and assists public and applicants with completion of applications; 

Prepares preliminary draft reports, charts, letters, memos, etc. 

Replies to inquiries via phone or by written correspondence; 

Prepares monthly reports on all planning & zoning activities and other special reports as needed; 

Assists County Planners in planning and zoning activities (i.e. approving zoning permits, home occupation and 

professional and trade businesses zoning approval permits); 

Attends public meetings, assisting other planning staff at meetings when required (some of which are held after normal 

working hours); 

Assists with subdivision and site plan technical reviews; 

Greets visitors at the front counter and refers to appropriate person; answers routine questions, provides general 

information about department programs, policies and procedures; schedules appointments; 

Receives, receipts and accounts for various fees; prepares bank deposits; 

Prepares and distributes agenda packets for various Boards and Commissions; 

Prepares meeting minutes for review and approval; 

Assists with special projects related to comprehensive planning; 

Maintains a variety of department files; establishes department filing systems; ensures accuracy of information in 

reports prior to filing documents; 

Processes accounts payable, prepares purchase orders; orders equipment and supplies and maintains inventory; 

Processes incoming and outgoing mail; 

Participates in emergency response operations as required in a declared emergency by County officials; completes 

required NIMS training as a condition of employment; 

Performs related tasks as required. 

 

KNOWLEDGE, SKILLS AND ABILITIES: 

Thorough knowledge of community development activities and their relation to urban planning; thorough knowledge 

of recent literature and documents regarding community development principals; thorough knowledge of zoning and 

code enforcement practices; ability to prepare budgets and provide fiscal analysis of proposals, ability to read and 



  

 

interpret government codes, blueprints, site plans and architectural designs; ability to gather and interpret technical and 

statistical information and prepare technical reports; ability to establish and maintain effective working relationships 

with County, State and Federal officials, contractors, architects, land developers, associates and the general public.  

  

EDUCATION AND EXPERIENCE: 
Associate’s/Technical degree with coursework in planning, public policy, engineering or a related field and considerable 

experience in urban planning, community development, local, State or Federal government activities, or equivalent 

combination of education and experience.  A Bachelor’s degree is preferred. 

 

SPECIAL REQUIREMENTS: 
Requires the possession of an appropriate driver’s license valid in the Commonwealth of Virginia.  


