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JOB DESCRIPTION 

Job Title:  Junior Planner  

Term: Permanent, Full-Time (35 Hours/Week) 

Reports To:  General Manager, South Interlake Planning District 

 

Overview: 

Under the supervision of the General Manager, the Junior Planner is responsible for assisting with 

the coordination of various planning applications, including zoning by-law amendments, 

subdivisions, conditional use applications, and variances, ensuring their completeness, accuracy, 

and conformity to applicable policies and regulations. This position requires the ability to prepare 

and maintain records, reports, and statistics related to their work, to prioritize tasks and work 

under regular deadlines, and to deal tactfully with a variety of stakeholders. The Junior Planner 

will also assist the SIPD with various policy development initiatives, including Development Plan, 

Secondary Plan, and Zoning By-law reviews. 
 

Duties & Responsibilities: 

→ Respond to planning inquiries in a timely manner, including those received at the counter, 

over the telephone and by email; 

→ Coordinate planning application files, including zoning by-law amendments, subdivisions, 

conditional use applications, variances, etc.;  

→ Conduct technical reviews of applications to ensure compliance; 

→ Prepare reports on a variety of planning applications and initiatives; 

→ Maintain a database for the tracking of development applications; 

→ Liaise with government departments/agencies on planning files and initiatives; 

→ Ensure that statutory notifications and requirements are completed for public hearings; 

→ Assist with organizing and coordinating public engagement initiatives and consultations; 

→ Research and produce statistical and graphic presentations related to planning matters; 

→ Investigate zoning contraventions in collaboration with by-law enforcement; 

→ Conduct site visits, as required; 

→ Function as Assistant Development Officer, as directed;  

→ Perform additional duties as necessary for the effective and efficient functioning of the 

Planning District. 
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Required Skills & Qualifications: 

→ Legally entitled to work in Canada; 

→ Possess a valid full stage Manitoba Class 5 driver's license and have access to a reliable 

vehicle; 

→ Membership or eligible for membership in the Canadian Institute of Planners; 

→ Post-secondary degree in Urban, Rural or Regional Planning or related discipline; 

→ Minimum of one (1) year of professional experience working for a planning district, 

provincial or municipal government environment, or as a private planning consultant. An 

equivalent combination of education and experience may be considered; 

→ Considerable knowledge of community planning principles and best practices and current 

trends in development planning; 

→ Familiarity with The Planning Act (Manitoba); 

→ Strong written communication skills to clearly and concisely prepare professional reports, 

memos, and other documents; 

→ Demonstrated research, analysis, and report writing skills; 

→ Excellent interpersonal skills to facilitate effective working relationships with internal and 

external stakeholders; 

→ Experience working with Geographic Information Systems (GIS) and its application in the 

field of planning; 

→ Experience with planning application review and permit management systems is 

considered an asset; 

→ Proven ability working with computers and office related software (e.g., MS Office Suite). 

 

Working Conditions: 

The duties and responsibilities of this position will take place during regular business hours at the 

SIPD office with minimal physical demands. Occasionally, the position may require attendance at 

meetings/hearings/consultations outside regular business hours. 

 

Note: The above is a general description of the principal functions of the position and is not a detailed 

description of all duties. 


