PAGE  

[image: image1.png]



EMPLOYMENT OPPORTUNITY
Fircrest Planning & Building
POSITION:            Permit Coordinator/ Code Enforcement Officer
(Regular Full-Time)

DATE OPEN:
     July 23, 2021


DATE CLOSED:
     Open until filled. First Review August 13, 2021



SALARY RANGE:  2021 ($23.31/hour – $29.75/hour)
THE POSITION: The City of Fircrest is accepting applications for a regular full-time Permit Coordinator/ Code Enforcement Officer.  This position will plan, organizes, and facilitates the construction and land use plan submittal, approval, and permit issuance process. Performs a variety of complex and routine technical work in the processing and issuance of permits, plan reviews, and inspections.  Receives, investigates, researches, and resolves citizen questions, complaints, violations, and issues relating to building code compliance, land use, signage, nuisances, site development, and other related ordinances.  The position works under the general supervision of the Administrative Services Director.
Representative Duties
· Performs a variety of complex and routine technical work in the processing and issuance of permits, plan reviews, and inspections.

· Manage and oversee the building construction application approval process, issuance of permits, plan submittals, plan processing, and fee assessment and payment processing.

· Receives planning and building permits from developers, builders, and the public.  Reviews permits, applications, and plans for completeness; answers general, specific, and routine questions relating to permitting applications, hearings, appeals, and inspections. Maintains accurate and timely records of all building and planning permits and files, including but not limited to maps, plans, inspection records, application forms, hearings, and appeals.

· Performs routine inspections on minor projects and code enforcement issues

· Performs a variety of complex and routine work dealing with the code enforcement process, issuance of letters, violations, and initiates contact with property owners to seek resolution. Works to maintain the proper due process in violation mitigation and abatement. Prepares and maintains records, reports, and files; prepares and issues notices of civil violation following adopted ordinances and procedures. 

· Attends evening Planning Commission meetings as needed, provides staff support and takes and transcribes minutes. 

· Ensure timely processing of plans, permits, and applications; manage and coordinate the routing and tracking of plans to various departments and outside agencies for required reviews and clearances; perform follow-up phone calls to ensure timeliness of response from other departments and agencies.

· Answers code questions regarding International Building Codes and land use regulations at the counter or on the phone. Directs builders, developers, and the public to the appropriate code, regulation manual, or information sheets for specific information. 

· Acts as a backup to the Passport Specialist and maintains certification as a Passport Acceptance Agent with the Department of State.

· Maintains accurate and timely records of all building and planning permits and files, including but not limited to maps, plans, inspection records, application forms, hearings, and appeals.

· Coordinate the provision of efficient and effective service delivery to customers; handle difficult and complex customer service situations; identify and recommend opportunities for improving service delivery methods and procedures.

· Assists in the scheduling of requests for field inspection and maintains an inspection activity log.

· Assists in coordinating the permitting process with the Principal Planner, Public Works Director, Building Official, plan reviewers, inspectors, and other agency staff.

· Responds to citizen concerns and complaints, contacts complainants to verify, and investigates violations.
NONESSENTIAL DUTIES
· Prepares correspondence and maintains records and files.

· Performs other duties as assigned.
Desired Minimum Qualifications
· High school diploma or GED equivalent is required.
· Two (2) years prior work in the areas of building, land use, planning, or closely related area, with an emphasis on public contact and customer service.
· Computer proficiency and demonstrated knowledge of computer software applications such as word processing, permitting software, and spreadsheets.
· Any equivalent combination of education and experience that provides the knowledge and abilities required.

NECESSARY KNOWLEDGE, SKILLS, AND ABILITIES
· Advanced knowledge of Microsoft Word for Windows and Microsoft Excel, working knowledge of GIS software, and permit tracking and processing software.

· Working knowledge of International Building Codes and land development regulations.

· Knowledge of:

· federal, state, and local laws, codes, and ordinances related to code enforcement.

· laws, codes, and ordinances concerning environmental issues, health, safety, and sanitation for buildings and property.

· Methods and practices of all phases of commercial and residential construction. Research methods and report writing techniques.

· local governmental organization and operations.

· Strong knowledge of business English, composition, spelling, and punctuation. 

· Ability to:

· establish effective working relationships with contractors, developers, architects, engineers, property, and business owners, and the public. 

· read and understand complicated plans, maps, and blueprints. 

· communicate effectively orally and in writing. 

· work under stressful conditions and with frequent interruptions. 

· Implement new and updated programs and procedures.

· work independently in the investigation and research of issues.

· Identify problems and recommend solutions. Conduct a variety of fieldwork and inspections of minor construction projects, and code enforcement issues.

SPECIAL REQUIREMENTS
Valid Washington driver’s license without record of suspension or revocation in any state, or ability to obtain one by the time of hire.

TOOLS AND EQUIPMENT USED

Personal computer, Microsoft Office, permitting software, audio recording software, calculator, engineer and architect scale, copier, fax machine, and phone.
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 frequently required to sit and talk or hear. The employee is occasionally required to walk; use hands to finger, handle, or operate objects, tools, or controls; and reach with hands and arms. 

The employee must occasionally lift and/or move up to 25 pounds.  Specific vision abilities required by this job include close vision and the ability to adjust focus.

SELECTION GUIDELINES
Formal application, rating of experience, oral interview, reference check, and job-related tests might be required.

To Apply
· A formal application form must be fully completed and submitted by August 13, 2021 to:



City of Fircrest


c/o Human Resources


115 Ramsdell Street



Fircrest, WA 98466


             
Telephone:  (253) 564-8901

Email: jwestman@cityoffircrest.net

· Resumes and cover letters are encouraged and may be attached to the application form.

· Application packages may be filed in person, by FAX or by mail, or by email.  All applications must be received by 5:00 p.m. on the closing date.

· It is not the City’s policy to FAX or Express Mail application forms.

GENERAL INFORMATION FOR APPLICANTS

Selection
· The quality and completeness of the information provided on the application form may determine whether you are called for an interview.  Incomplete answers or "see resume" may prevent further consideration.

· Testing may be required to measure candidates' abilities to perform essential functions or other performance dimensions.  

· If you need special accommodation during the interview phase of the selection process, please provide the City with five business days' advance notice.  The City endeavors to reasonably accommodate everyone.  All applicants interviewed will be sent written notification of the interview result. 

· No formal notification will be sent to applicants not selected for an interview.  Should the same or another position open for which you wish to apply, you must complete a new application to be considered for the new opening.

Employment


· Applicants who are offered employment will be required to provide proof of identity and authorization to work in the United States. The 1986 Federal Immigration Reform and Control Act prohibits the hiring of unauthorized aliens.  

· The City does not discriminate in hiring based on race, creed, color, ethnicity, national origin, sex, age, or marital status. In compliance with the Americans with Disabilities Act, disability will be considered only in the context of an applicant's ability to perform essential elements of a job and to determine reasonable accommodation.

· The City of Fircrest has a policy of limiting smoking in the workplace.

· The City of Fircrest is a drug-free workplace.
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