JOB TITLE:  Code Enforcement 
CE/1

DEPARTMENT:  Community Development, City of Sylvester

JOB SUMMARY:  This position is responsible for patrolling the city to ensure and enforce compliance with standard codes, zoning regulations, and city ordinances.

MAJOR DUTIES:

o
Investigates reports of code and ordinance violations; determines appropriate course of action to correct violations.

o
Educates the public and school-aged children regarding city codes and environmental awareness.

o
Prepares and sends letters to business and property owners explaining code violations.

o
Conducts on-site inspections of local tire generators; prepares trip reports.

o
Assists state environmental agencies with conducting inspections and resolving issues as needed.

o
Testifies in court proceedings as required.

o
Prepares reports and maintains inspection records.

o
Assists Tax Assessor with locating property owners as requested.

o
Works with zoning officials to enforce local sign ordinances.

o
Performs other related duties as assigned.

KNOWLEDGE REQUIRED BY THE POSITION:

o
Knowledge of city codes and ordinances.

o
Knowledge of relevant state laws and local ordinances.

o
Knowledge of environmental issues and education practices.

o
Knowledge of the geography of the city, including roads, streets, subdivisions, and zoned areas.

o
Knowledge of city and department policies and procedures.
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o
Skill in making decisions.

o
Skill in interpreting blueprints and maps.

o
Skill in operating general office equipment and other tools and equipment used in the inspection process.

o
Skill in interpersonal relations.

o
Skill in oral and written communication.

SUPERVISORY CONTROLS:  The City Manager assigns work in terms of general instructions. The supervisor spot-checks completed work for compliance with procedures, accuracy, and the nature and propriety of the final results.

GUIDELINES:  Guidelines include city ordinances and codes and relevant state and federal laws. These guidelines require judgment, selection, and interpretation in application.

COMPLEXITY:  The work consists of varied technical and administrative duties in code enforcement.  The need to enforce codes without authority to issue citations contributes to the complexity of the work.

SCOPE AND EFFECT:  The purpose of this position is to ensure compliance with environmental codes and ordinances.  Successful performance in this position helps ensure compliance with environmental regulations and promotes a healthy environment for city residents.

PERSONAL CONTACTS:  Contacts are typically with co‑workers, other city employees, business and property owners, court personnel, students, teachers, and the general public.

PURPOSE OF CONTACTS:  Contacts are typically to give and exchange information, educate persons, and provide services.

PHYSICAL DEMANDS:  The work is performed while intermittently sitting, standing, walking, or stooping.  The employee frequently lifts light objects, occasionally lifts heavy objects, climbs stairs, and must distinguish between shades of color.

WORK ENVIRONMENT:  The work is typically performed in an office and outdoors, where the employee may be exposed to dust, dirt, irritating fumes, and inclement weather.  The work may require the use of protective devices such as masks, goggles, or gloves.

SUPERVISORY AND MANAGEMENT RESPONSIBILITY:  None.
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MINIMUM QUALIFICATIONS:

· Knowledge and level of competency commonly associated with the completion of specialized training in the occupational field, in addition to basic skills typically associated with a high school education.
· Sufficient experience to understand the basic principles relevant to the major duties of the position, usually associated with the completion of an apprenticeship/internship or having had a similar position for one to two years.
· Possession of or ability to readily obtain a valid driver's license issued by the State of Georgia for the type of vehicle or equipment operated.
