
 
 

Senior Community Planner 
Position Description 

 
Major Duties and Responsibilities: 
 
The Senior Community Planner manages a variety of planning activities including 
research, report writing, community event planning, training, education, data 
collection and analysis, graphic design, public outreach, and other activities as 
needed. This role leads or provides support to team members with various 
ongoing community planning activities including reviewing deliverables, 
consultant management, planning for and executing technical working group 
meetings, preparing and presenting presentations, among other things. Includes 
community planning activities related to analyzing transportation options, travel 
patterns, demographics, land-use, environmental impacts, infrastructure needs, to 
inform planning and policy. The Senior Community Planner oversees and 
conducts quality assurance and quality control of the work produced by the 
community planning team. 
 
Leads community outreach efforts for planning studies, the Oahu Regional 
Transportation Plan (ORTP), the Transportation Improvement Program, and other 
MPO work products, including website management, content creation for the 
MPO social media accounts, planning community meetings, creating newsletters, 
planning and executing stakeholder meetings, and community pop-ups. 
Collaborates with federal, state, and local government, community groups, 
transportation agencies, and other stakeholders to gather input, communicate 
plans, and ensure alignment with the MPO's regional transportation plan. Works 
with the Community Planner to ensure compliance community planning related 
federal requirements, including the MPO's Title VI and Environmental Justice 
Implementation Plan and Report, Limited English Proficiency Plan, and Public 
Participation Plan.  
 
Works with the Community Planner to facilitate the MPO's Citizen Advisory 
Committee meeting, including working with Chair and Vice Chair to set the 
agenda, prepare meeting minutes, and assure the MPO follows Sunshine law 
when executing meeting postings. Manages the MPO's Training and Workforce 
Development program. Procures and manages professional services contracts, 
reviews invoices and prepares contract amendments, as needed. Leads or assists 
with federal, state, and local grant writing, as well as writing, tracking, and 
testifying on proposed policies. 
 
 



 
 
Knowledge: 
Proficiency in using various computer software programs including Microsoft 
Office suite, WordPress, Adobe Acrobat, and other multi-media tools for 
communication with the public is required. Experience working in transportation 
and community planning is required, and MPO planning practices and 
requirements is preferred. 
 
Skills/Abilities: 
Strong verbal and written communication skills including the ability to synthesize 
and present complex technical material in non-technical terms concisely and 
comprehensively to a variety of audiences. Strong organization skills, with an 
attention to detail and deadlines. Strong internet research abilities. Ability to 
attend to details while keeping big-picture goals in mind. Ability to successfully 
juggle multiple priorities and demands. Self-motivated, and able to work 
independently to provide accurate, timely work products with little or no 
supervision. Establish and maintain effective working relationships with staff, 
committees, boards, partner agencies, public officials, and the public. Ability to 
take initiative for self-development. Ability to supervise staff and assure their work 
is high quality and completed on time. Enthusiasm for multimodal transportation. 
 
Education: 
A bachelor's degree in transportation planning, civil engineering, urban planning, 
geography, architecture, political science, communications, natural resources and 
environmental management, public health, or a related field. Graduate degree is 
preferred.  
 
Experience: 
Minimum of five (5) years’ experience in a related field of transportation planning, 
community planning, urban planning, policy, grant writing, and project 
management. Previous experience in city or state government work environment, 
particularly metropolitan planning organizations is preferred. A master’s degree 
may substitute for one (1) year of experience. 
 
Salary Range:  
$88,212-$125,568 annually, depending on qualifications and experience.  
 


