
Executive Director, New Orleans City Planning Commission

Job Description

The City of New Orleans has experienced unprecedented growth and rebuilding. Entire neighborhoods are being redeveloped 
while adopting modern design and urban planning standards. New Orleans has become a working model of innovation and 
preservation in city planning.  In 2008 voters overwhelmingly approved New Orleans’ first master plan, and in 2010 it was 
approved by the City Planning Commission and the City Council.  

The City Planning Commission seeks a dynamic leader to serve as Executive Director.  The ideal candidate possesses a 
combination of administrative, intergovernmental, and public relations skills, in addition to experience in Urban Planning.  A 
Masters Degree in Public Administration, Urban Planning, or related field, and a minimum of 6+ years of progressively 
responsible planning experience, including experience in a supervisory capacity, is required. AICP Certification or ability to 
obtain certification within one year is also required. 

The Executive Director will work with staff to complete a new Comprehensive Zoning Ordinance and implement the city’s first 
Neighborhood Participation Plan.  The Executive Director will also work with Planning Commissioners and key stakeholders to 
create a strategic plan for the New Orleans City Planning Commission.   

For additional duties and responsibilities of the Executive Director, see below.  To apply, please send a resume, 
cover letter and references by July 22, 2013 to: nocityplanningsearch@gmail.com OR, for more information 
please contact Nolan Marshall at (504) 338-3823. 

Additional duties and responsibilities include, but are not limited to:

 Administrative Duties:

o Plans, organizes, directs and evaluates the performance of the Planning Administrators, Principal Planners, 
Senior City Planner and their assigned staff. Establishes performance requirements and personal 
development targets; regularly monitors performance and provides coaching for performance improvement 
and development; 

o Makes decisions on compensation and other rewards to recognize performance; takes disciplinary action, 
up to and including termination, to address performance deficiencies, in accordance with the City’s 
personnel rules and policies;

o Provides leadership to develop and retain highly competent, public service-oriented staff through selection, 
compensation, training and day-to-day management practices;

o Maintains all files, records (including timesheets and personnel records) and responds to all public requests 
for documents;

o Creates and Annual Report for the City Planning Commission and the Board of Zoning Adjustments;

o Reviews all zoning applications for completeness prior to docketing;

o Coordinates all City Planning Commission public hearings.  This includes working with Planning 
Administrators to establish an annual docketing schedule, reserving the City Council chambers for meetings 
and coordinating all other public hearing general procedures;

o Reviews all zoning reports appearing before the City Planning Commission prior to distribution and release 
to the general public;

o Reviews and approves the official transmittal to the City Council on all zoning dockets;



o Represents the City and department in city/neighborhood meetings; informs and advises these groups, as 
well as the administration on local and regional community development, environmental and infrastructure 
planning issues;

o Attends departmental meetings with the Mayor’s administration to ensure that the department is 
addressing organization-wide issues and projects;

o Coordinates commissioner training for newly appointed members and disseminates information when 
made available about continuing education opportunities;

 City Council/Commission Duties:

o Oversees the regulatory function of the commission

 Processes resubdivision requests 

 Reviews, analyzes, and recommends action to the City Council on request for text changes, map 
changes, conditional use applications and other such requests

o Serves as a consultant and advisor to city decision-makers and provides them with relevant and objective 
information related to a wide range of planning, land use and zoning issues;

o Makes presentations before the City Council on special projects;

o Participates in City’s annual budgeting process by presenting budget to commissioners and attending all 
meetings held by the Deputy Mayor, the CAO, the City Council and the Mayor;

 Supervisory duties:

o Plans, organizes, controls, integrates and evaluates all work from Land Use Division and Comprehensive 
Division with the Planning Administrators and their staff; 

o Oversees and advises when needed the work of the Board of Zoning Adjustments;

o Communicates expectations to staff and keeps staff apprised of information they need to perform assigned 
duties;

o Updates and maintains employee manual and Implements and administers the City’s Personnel Policy;

o Supervises employees directly and through subordinate supervisors.

o Works with the Department of Civil Service and the metro chapter of the American Planning Association 
(APA) to assess the need for and obtain training and resources for staff;

 Budget and Finance Duties:

o Prepares and administers the department budget, including salary recommendation;

o Provides financial oversight by ensuring that departmental operations occur within budget constraints and 
are in conformance with City’s purchasing policies and procedures;

o Prepares the City’s Five Year Capital improvement Program (CIP) and advises the administration on the 
creation of an Annual CIP budget;

 Professional Planning/Zoning Duties:

o Coordinates  land use analysis with other departments and technical consultants;



o Responds to zoning inquiries by phone, in writing and in person from public, the administration and 
Commissioners;

o Conducts site plan reviews, visits, and inspections to ensure compliance with ordinances and regulations;

o Reviews and considers all requests for administrative amendments to previously approved conditional uses;

o Represents the department in a variety of meetings and contacts with public agencies, private groups and 
individual citizens;

o Performs research and analysis for presentations on special projects and community/planning issues.  
Ongoing special projects include:

 Managing the CZO project –deadlines, milestones and budgeting

 Partnering with Mayor’s Office of Technology on the creation of new zoning layer to uploaded into 
LAMA

 Managing implementation of Master Plan Amendments

 Coordinating with City Council final action on Neighborhood Participation Plan

 Serving on the Governance/Steering Committee for the Claiborne Avenue Corridor Study

 Advising on the Lafitte Greenway Project

 Coordinating efforts to complete the Main Street Grant Project

 Coordinating with Department of Sanitation to implement a City Wide Litter Abatement Program 
for new businesses 

 Working with the Mayor’s Office of Coastal Development to implement a review process for 
development projects over 15 acres

 Administering a new document retention policy; converting 50 years of files, planning studies, 
documents into an electrical format


