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Job Announcement 

Planning Permit Technician 

Opens: Monday, August 31, 2020 
Closes: Tuesday, September 8, 2020     
Hiring Range: $17.00—$21.00 per hour 
Compe��ve Benefits Package—see page 4 

Millcreek, Utah’s newest city, is hiring an entry-level paraprofessional Planning Permit Technician to 

work under the direc�on of the Community Development Director.  The Planning Permit Technician 

devotes a significant amount of �me on rou�ne administra�ve tasks and o+en works closely with the 

public on a regular basis to provide customer service on planning issues. Successful Planning Permit 

Technicians may be asked to perform professional-level, Planner I du�es of limited complexity as a 

trainee. 

Applica�on Process: 

Interested applicants should 

submit a resume with cover 

le%er and references to: 
 

Millcreek Human Resources 
A%n: Stephanie Bond 
3330 South 1300 East 
Millcreek, UT 84106 

OR 

sbond@millcreek.us 

 

ESSENTIAL JOB FUNCTIONS 

1. Provides technical assistance and informa�on to staff and the public in the 

administra�on of specific planning programs areas or ordinances. 

2. Reviews building plans and zoning permit applica�ons to assure compliance with 

requirements such as use, bulk, placement, and parking ra�os. 

3. Performs rou�ne office tasks in designated program areas, including data entry, file 

management, copying and answering telephone. 

4. Develops and maintains automated tracking systems, and electronic files and 

records. 

5. Prepares narra�ve staff reports and recommenda�ons of limited complexity, such as 

special use permits and variances. 

6. Researches and compiles informa�on on a variety of planning issues from mul�ple 

sources. 

7. Prepares public no�ces or property owner verifica�ons. 

8. Prepares maps, charts, tables of limited complexity. 

9. Inves�gates viola�ons of planning regula�ons and ordinances, including site visits. 

10. ABends public mee�ngs, assis�ng other planning staff as appropriate. 

11. Reviews building permits and development applica�ons for accuracy and 

completeness, and coordinates with building permit technicians and others in the 

City as needed. 

12. Schedules development review consulta�ons and land use hearings as required. 

13. Perform other du�es as assigned. 

POSITION(S) SUPERVISED: 

This posi�on has no supervisory responsibili�es. 
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MINIMUM QUALIFICATIONS  

1. Required Educa�on and Experience:  

a. Gradua�on from high school or GED; 

 AND 

b. Two (2) years experience in plans review, zoning administra�on, and building code issuance of surveying. 

2. Preferred Educa�on: 

a. Bachelor’s degree in urban planning, architecture, construc�on management, social sciences, or other closely 

related field. 

3. Knowledge, Skills and Abili�es: 

a. Knowledge of planning principles and prac�ces, including per�nent special�es. 

b. Knowledge of principles and prac�ces of research and data collec�on. 

c. Knowledge of effec�ve wri�ng techniques. 

d. Sta�s�cal, algebraic or geometric knowledge and ability to apply such knowledge in prac�cal situa�ons. 

e. Knowledge of computer hardware and so+ware programs, which may include Microso+ Office, Internet 

applica�ons, and GIS. 

f. Oral communica�on and interpersonal skills to explain rules and procedures clearly to the public. 

g. Problem-solving skills to gather relevant informa�on to solve vaguely defined prac�cal problems. 

h. Ability to review plans and apply provisions of the ordinances and codes to determine compliance with such 

regula�ons and to apply regula�ons to field condi�ons. 

i. Ability to work on several projects or issues simultaneously. 

j. Ability to work independently or in a team environment as needed. 

WORKING CONDITIONS 

1. Environment: Work is performed primarily in a standard office environment. 

2. Physical: Primary func�ons require sufficient physical ability and mobility to work in an office seLng; to stand or sit 

for prolonged periods of �me; to occasionally stoop, bend, kneel, crouch, reach, and twist; to li+, carry, push, and/or 

pull light to moderate amounts of weight; to operate office equipment requiring repe��ve hand movement and fine 

coordina�on including use of a computer keyboard; and to verbally communicate to exchange informa�on. 

3. Vision: See in the normal visual range with or without correc�on. 

4. Hearing: Hear in the normal audio range with or without correc�on. 

5. ABendance/Work Schedule: Employee is expected to be in the city offices during normal business hours Monday 

through Friday, however incumbent may be required to work extended hours including evenings and weekends. 

 

Final candidate must be able to pass background check and pre-employment drug screen. 
 

Millcreek par�cipates in the federal Employment Eligibility Verifica�on Program (E-Verify). If hired, your con�nued 
employment will be con�ngent upon confirma�on of your employment eligibility through the E-Verify system. 

         Millcreek is an equal opportunity employer without regard to age, marital status, color, disability, na�onal origin, sex, sexual orienta�on, 

gender iden�ty, race or religion.  

        To request accommoda�on under the Americans with Disability Act, please contact Kurt Hansen, khansen@millcreek.us or (801) 214-2700. 
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About Millcreek 
Millcreek incorporated as a municipal government in December 2016. 

Located in Salt Lake County, Millcreek is Utah’s 12th largest city with a 

popula5on of approximately 61,000 people.  The diversity of people and 

access to resources provided to the residents of Millcreek are 

unparalleled. Many of Millcreek’s neighborhoods were founded by 

pioneers whose descendants con5nue to live here and welcome the “new 

American” popula5on to bring rich cultural experiences. A hub for outdoor 

recrea5on, Millcreek residents have outstanding access to year-round 

recrea5onal ac5vi5es, along with a strong sense of community and 

volunteerism which make the City an amazing community that our 

residents are proud to call home.  

The city’s borders 

stretch from 

eastern Millcreek 

Canyon all the 

way to the Jordan 

River in the west, 

with Salt Lake City 

to the North and 

Murray and 

Holladay ci�es to 

the south. 

Visit www.millcreek.us  
for  more information about the  

city and services provided.  

Did you know? 
The inventor  of the television, 

Philo T. Farnswor th, worked at 

the Baldwin Radio Factory in the 

ear ly 1920’s, located at 3474 

South 2300 East in Millcreek. 

Millcreek is home to St. Mark's hospital, the 

City's largest employer . St. Mark's employs over  

1700 people, which has helped create a 

prominent medical hub within the city 

boundar ies. 

Millcreek runs from the Jordan River  to 

Millcreek Canyon, which suppor ts 

Millcreek's motto " connected by 

nature."  It is no wonder  that Millcreek 

is home to many outdoor  recreation businesses. 
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