
 SULTAN CITY COUNCIL 
 

AGENDA ITEM COVER SHEET 

 
ITEM NUMBER: Action A 2 
 
DATE: May 8, 2008 
 
SUBJECT: Confirmation of the Appointment of the Community 

Development Director 
 
CONTACT PERSON: City Administrator Deborah Knight 
 
ISSUE: 
The issue before the Council is the confirmation the appointment of Robert Martin to the 
position of Community Development Director effective May 12, 2008. 
 
SUMMARY:  
The position of Community Development Director has been vacant since the end of December 
2007.  The City has contracted with Perteet Engineering to provided interim Planning Director 
services for the past four months.  
 
The City advertised the position of Community Development Director in February 2008  and the 
City received 8 applications.  Interviews were held in March and it was determined that Robert 
Martin was the most qualified candidate. 
 
Mayor Eslick has offered the position of Community Development Director to Robert Martin 
effective May 12, 2008.  In accordance with SMC 2.17.040, the appointment of the Community 
Development Director is subject to confirmation by the City Council. 

 
FISCAL IMPACT: 
$6922 per month salary plus benefits.  As discussed in the Budget workshops, there will be a 
six week period that payments are made to the prior Community Development Direct for the 
contract payout and vacation and sick leave accruals. 
 
RECOMMENDATION 
The Mayor recommends the confirmation of the appointment of Robert Martin to the position of 
Community Development Director. 
 
MOTION: 
Move to confirm the appointment of Robert Martin to the position of Community Development 
Director effective May 12, 2008. 
 
 
Attachments: A.  Robert Martin Resume 

B. Job Description 
C. SMC 2.17 

 







 
 



Attachment B 

CCCiiitttyyy   ooofff   SSSuuullltttaaannn   
Job Description 

 
 
Title: Community Development Director Effective Date: January 28, 2008 

Reports to: City Administrator   City Administrator ___________ 

FLSA Exempt     Mayor ____________________ 

 

SUMMARY 
 
Under general administrative direction, plan, direct, administer and coordinate the activities and 
operations of the Community Development and Building Departments; enforce the city’s zoning, 
shoreline management and environmental ordinances, process and review all land-use and 
subdivision permit applications for public hearings; review development applications and 
providing technical and professional support to the Planning Board and other appointed boards 
and committees. Supervise one or more employees engaged in planning, building, engineering 
and economic and community development.  
 
SCOPE OF RESPONSIBILITIES 
 
Under the general supervision of the City Administrator and within the framework of governing 
federal, state and local laws and policies established by the City Council, the incumbent exercises 
considerable latitude and independence in the organization and direction of the department as 
well as planning and performing individual duties.  
 
Activities are monitored by the City Administrator for compliance with established internal 
policies and procedures and to ensure interdepartmental coordination and cooperation goals are 
met. Work is reviewed for soundness of professional judgment; for compatibility of program and 
project recommendations with adopted plans and policies; and for effectiveness with 
subordinates, city officials and the civic and business community.  
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
 

1. Plan, organize and direct all activities of the Community Development and Building 
Departments. Assign, coordinate, review and evaluate the work of subordinates.  

2. Write, revise and update the Comprehensive Plan to meet the requirements of the Growth 
Management Act (GMA); implement goals, objectives and policies of the City’s 
Comprehensive Plan; recommend and formulate amendments to the Comprehensive Plan, 
Unified Development Code, and Building Code. 

3. Review quasi-judicial land-use and development applications and recommend disposition 
to Hearings Examiner and City Council and provide administrative services for the office 
the Hearings Examiner. 



4. Coordinate the preparation and review of environmental impact statements and technical 
reports and make final decisions on environmental issues as the designated State 
Environmental Policy Act (SEPA) official for the City. 

5. Review and process approved and projected development plans and construction permits 
to assure compliance with Unified Development and Building codes, environmental laws 
and regulations, the Shoreline Management Act and other regulatory requirements. 

6. Prepare reports and keep appropriate records of department activities; maintain records of 
permits processed and issued and procure or initiate development of necessary maps, 
blueprints and plans pertinent to planning, development programs and projects.   

7. Organize, schedule and participate in Planning Board, Hearing Examiner and appointed 
boards and committee meetings and hearings. 

8. Serve as principle representative of the City in coordinating with the County and State 
Agencies on planning matters within the urban growth area (UGA).  

9. Prepare and administer departmental and related project and grant budgets. 

10. Provide managerial leadership and supervision to subordinates.  Hire, train and evaluate 
the performance of a staff capable of providing services to maintain all finance 
department operations.  Oversee departmental personnel practices, review and approve 
disciplinary decisions of subordinate managers.  Provide staff development in areas of 
functional specialization. 

11. Gather, interpret and prepare materials for planning studies, reports and recommendations 
pertaining to shoreline management, land-use control, environmental impact, and 
annexation studies. Perform special projects or assignments as directed by the Mayor, 
Council and/or City Administrator. 

 

Other job Functions: 

Coordinate planning responses and recommendations from other department directors and 
consultants. Develop and maintain effective working relationships with elected and appointed 
officials, contractors, government agency personnel, city employees and the general public.  
Keep informed of new trends, developments, laws and regulations impacting the planning 
and economic development activities of the City.  Provide advice and counsel to the Mayor, 
City Council, and management team.  Make presentations to the City Council, boards, 
commissions and citizen groups.  Serve as staff to Council committees as needed.   

 
KNOWLEDGE, ABILITIES AND SKILLS 
 

 Knowledge of the Washington State Growth Management Act, annexation laws and 
annexation procedures. 

 Thorough knowledge of the principles and practices of urban planning, engineering, 
economic development and their application to development projects 

 Considerable knowledge of modern trends and literature in the field of planning. 
 Considerable knowledge of federal, state and local laws, codes ordinances, regulations 

and standards incident to municipal planning and development and building trades. 
 Ability to manage and direct a comprehensive planning and development services 

program 
 Ability to think conceptually, observe and evaluate trends, analyzes data, draw logical 

conclusions and prepare comprehensive reports. 



 Ability to identify and respond to sensitive community and organizational issues, 
concerns and needs 

 Ability to plan, assign and coordinate the work of subordinates. 
 Ability to evaluate, research and write legislation as needed.   
 Ability to communicate well, other orally and in writing. 
 Ability to gain and retain effective working relationships with employees, city officials, 

other municipal and governmental agency officials and the general public. 
 Ability to coordinate multiple projects concurrently in a rapidly growing community. 

 
PHYSICAL DEMANDS AND WORK ENVIRONMENT 
The physical demands and work environment described here are representative of those that must 
be met by an employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
Work is performed in an office or conference room setting as well as out-of-doors involved in 
construction site visits and inspections. Work will involve more than the normal office hours 
because of evening meetings and work load.  
Work involves walking, talking, hearing, using hands to handle, feel or operate objects, tools, or 
controls and reach with hands and arms. Vision abilities required by this job include close vision 
and the ability to adjust focus.  The employee may be required to push, pull, lift, and/or carry up 
to 20 pounds.  The noise level in the work environment is usually moderately quiet. 
 
 
MINIMUM QUALIFICATIONS REQUIRED 
 
Graduation from a four-year college or university with a degree in planning urban studies, public 
administration or a closely related field.  
 
Progressively responsible experience as a Planning Director, Assistant Planning Director or a 
minimum of 5 years experience as a professional Planner in a public agency in a supervisory 
capacity in urban or regional planning and administration; or any combination of education and 
experience which would provide the applicant with the desired skills, knowledge and ability 
required to perform the job.   
 
Membership in the American Institute of Certified Planners (AICP) is preferred 

Valid Washington State Driver’s License or the ability to obtain a license within 30 days of 
employment required. 



Attachment C 

2.17.030 Position established. 
There is established the position of director of the department of community 

development in and for the city of Sultan. (Ord. 904-06 § 1) 

2.17.040 Appointment. 
The mayor shall have the power of appointment and removal of the director of 

the department of community development. Such appointment and removal shall 
be subject to confirmation by a majority vote of the city council. (Ord. 904-06 § 1) 

2.17.050 Powers and duties of director. 
The powers, duties and responsibilities of the director of the department of 

community development, except where the director may act in a quasi-judicial 
manner, shall be subject to the direction, authority and supervision of the city 
administrator, and shall include, without limitation, the following: 

A. Perform, or cause to be performed for the city, all duties as imposed under 
the Sultan Municipal Code on the city planner or/and zoning official; 

B. Issue administrative determinations under the city’s unified development 
code; 

C. Serve as the city’s designated official under the State Environmental Policy 
Act (SEPA); 

D. Perform directly or by designee all duties imposed on officials of the city of 
Sultan under SMC Titles 15, 16, 17, 21 and 22; 

E. Appoint and supervise the performance of a senior planner, and such permit 
technicians as authorized by the city’s annual budget; 

F. Except where he/she acts in a quasi-judicial capacity, supervise the 
performance of the city’s building official and the city’s code enforcement officer; 

G. Participate in and prepare an annual budget for the department of 
community development; and 

H. Cause to be performed the duties of the department of community 
development as established by this chapter. (Ord. 904-06 § 1) 

2.17.060 Salary. 
The director of the department of community development shall receive a 

salary in such amount as the city council may from time to time establish by 
ordinance for a permanent hire, and such amount as the mayor may negotiate 
and the council approve by resolution for an interim appointment. (Ord. 904-06 
§ 1) 
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