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JOB DESCRIPTION
CODE ENFORCEMENT OFFICER


Position Title:								Position Status:
Code Enforcement Officer							Non - Exempt

General Description:
To perform a variety of tasks associated with code compliance to enforce building codes, state laws, regulations and ordinances for both residential and commercial properties.

Organizational Relationships:
Reports to: City Building Official 
Supervises: N/A

Qualifications:
High School Diploma or GED required; at least 2 years of code enforcement or similar municipal experience is preferred. A valid Class C Texas driver's license. Prefer possession of a Texas State Code Enforcement Officer license and ICC Property Maintenance Code certification or must obtain both within 18 months of employment.  The person in this position must be able to pass background check and drug test. Ability to read, write and communicate effectively in person or by telephone with the public in the English language.  Some travel required.  

Additional Required Knowledge, Skills and Abilities:

Work in a Team Environment; Display professional conduct and discretion; Utilize software systems; Effectively participate in the code enforcement of state and local code and ordinances; Develop, maintain and control documents related to such enforcement.

Essential Functions:.

· Establish and maintain a monitoring system throughout the city for assigned code enforcement cases. 
· Investigate reported violations of municipal resolutions, ordinances and codes. 
· Pursue direct enforcement and voluntary compliance when appropriate and as needed. 
· Conduct field inspections, maintain case files and gather supporting evidence of code enforcement cases.
· Prepare and present information for the City Council, Planning Commission, Administrative Hearing Board, etc. 
· Ability to speak in front of neighborhood and civic groups about the objectives and goals of the Code Enforcement Program. 
· Ability to assist with planning, assigning, prioritizing, and reviewing the work of other staff. 
· Work with staff and their respective direct supervisors to develop ways to improve operations.
· Possess excellent organizational and management skills. 
· Ability to understand and interpret regulations, laws, and ordinances which deal with enforcement duties. 
· Possess excellent customer service skills.
· Ability to make and prepare verbal presentations for groups. 
· Testify in court as necessary. 
· Drive to and from destinations as assigned by the City Building Official.
· Attendance is an essential function of this position.  The City reserves the right to require an employee in this position to work more than 40 hours a week.  As a City employee you are required to provide services or perform duties for the benefit of the general public during emergency situations.  These may include services or duties different from those performed in the usual course and scope of your job.  In the event of an evacuation, you may be required to remain and perform needed services. 

· Provide services to the general public when emergency conditions warrant it, either in preparation for, or as a reaction to, one or more disastrous events such as: civil disturbance, hurricane, tornado, flood, ice storm, fire, chemical accident including hazardous material spills, possible public exposure to hazardous conditions, or other disasters which threaten the safety of citizens. 
· Be available for rotating emergency after-hour inspections.
· Other duties as assigned or required to perform the functions of the position.

By my signature, I acknowledge the content of this job description and understand the criteria for future work performance appraisals.

													
Employee Signature								Date

													
Supervisor Signature								Date
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