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STRATEGIC PLANNER 
Reports To: Executive Director 
FLSA Status: Non-Exempt 
Salary: $28 hourly 
 
SUMMARY 
Under supervision of the Executive Director, and as a member of a team, this position is responsible for 
planning, organizing, and coordinating strategic planning on behalf of the Public Authority and in support of the 
Public Authority Strategic Plan.  

ESSENTIAL DUTIES AND RESPONSIBILITIES 
The following statements are intended to describe the general nature and level of work being performed by an 
individual assigned to this job.  Other duties may be assigned. 

• Deploying the Public Authority strategic priorities, developing program and department objectives and 
performance measures. 

• Managing information, analyzing data, preparing reports, and presenting findings and 
recommendations as part of the strategic planning process. 

• Deploying evaluation and performance monitoring tools for departmental strategic and operational 
planning activities. 

• Assessing program and department needs for continuous improvement by collecting, preparing, 
analyzing, and evaluating performance data and reports. 

• Collaborating across the Public Authority to ensure appropriate feedback into the agency’s strategic 
plan and planning process. 

• This position will support communications, employee and community engagement activities and must 
have knowledge on managing activities within the department.   

• Assist with managing a variety of internal and external communication activities for the agency, 
including helping to lead the development of communication strategies, Board letters, Board 
presentations, and high-profile, rapid response requests to the Public Authority and County leadership, 
Board offices, the media, and others.  

• Assist with the oversight and/or development of communication platforms and the production of various 
electronic and print media for various audiences, including community members, clients, providers of 
contracted services, and internal customers.  

• Assist with the creation of community and employee engagement strategies and support diversity, 
inclusion, and racial equity activities.  

• Familiarity with contract administration and quality assurance methods is highly desirable (although not 
required). 

SUPERVISORY RESPONSIBILITIES 

This position has no direct supervisory responsibilities. 

INTERACTION 

This position continuously interacts with the Public Authority staff, and County IHSS staff, Public Authority 
contractors, the public, and various collaborative agencies. 

EDUCATION and/or EXPERIENCE 

Bachelor’s Degree and 3-5 years of experience in strategic planning, business consulting and/or program 
coordination, or a combination of education and work experience that provides the candidate with the 
necessary background to perform the requirements of the position. 
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KNOWLEDGE, SKILLS, AND ABILITIES 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.      
The requirements listed below are representative of the knowledge, skill and/ or ability required.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 

• Strategic and operational planning and evaluation methods and models. 
• Principles and techniques used to monitor and evaluate programs and service delivery systems. 
• Organizational and political acumen.  
• Facilitating trainings and group discussions to identify and shape program objectives.  
• Collecting, compiling, analyzing, and evaluating a wide range of information and data to develop logical 

conclusions.  
• Effectively communicate when preparing executive level proposals, reports, and other written 

documents.  
• Establishing effective working relationships with management, employees, employee representatives 

and the public representing diverse cultures and backgrounds.  
• Interested and motivated in learning new information about strategic planning and applying in their 

work.  
• Ability to work independently while providing consistent status updates, via both oral and written 

reports, to management staff, as needed, regarding ongoing projects.     
• Ability to coordinate projects, including assistance with organizational and/or department project 

management 

OTHER REQUIREMENTS 

Successful completion of Department of Justice criminal background check and a federal debarment and 
exclusion list review, possession of a valid class C California Driver’s License, and ability to provide proof of 
current automobile insurance.  Use of own vehicle may be required for personal transportation, and to store 
and/or transport outreach and/or training materials dependent upon work assignments. 

PHYSICAL DEMANDS 

The physical demands 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. 

While performing the duties of this job, the employee is regularly required to sit, talk, hear, stand for extended 
periods of time, fine finger manipulation, reach with hands and arms, and stoop.  Specific vision abilities 
include close vision, and ability to adjust focus and view information on a computer screen for long periods of 
time.  Ability to lift and carry up to 40 pounds with or without assistance. 

WORK ENVIRONMENT 

The work environment characteristics here are representative of those an employee encounters while 
performing the essential functions of this job.  Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 

The work environment for this position is hybrid and consists of working in an office setting and/or working 
remote or working from home.  You will be required to attend virtual and in-person meetings and have an 
undisturbed working area that is ergonomically friendly. 


