
POSITION DESCRIPTIONPRIVATE 

Class Title: Administrative Assistant



Job Code Number: 

Department:  Code Enforcement   



Division:  Public Works

 
Date:  October 23, 2023
Description

Provides a variety of routine and complex clerical, secretarial and administrative work in keeping official records, providing administrative support to the management staff, and assisting in community projects as assigned.
Supervision Received

Works under the general supervision of the Building Official
Supervision Exercised
 None 

Essential Job Duties/Responsibilities 

· Responsible for knowledge of codes adopted by the city, code compliance, all correspondence, and requests for records.
· Responsible for receiving the public and answering questions; responding to inquiries from citizens, and others, and refers, when necessary, to appropriate persons.
· Responsible for assisting, and counseling, the general public, and contractors, in applying for building permits and answering questions about the permits process.
· Responsible for receiving building permit plans, applications and supporting documents.
· Responsible for document and general plan review for compliance with codes adopted by the city, the verification of contractor license information and the calculation of building permit fees.
· Review and interpret approved construction plans, specifications, and special provisions as a basis for monitoring construction activities.
· Responsible for issuing building permits, calculating, and collecting applicable fees, issuing signage, monitoring permit status, and issuing certificates of occupancy.
· Prepare reports and maintain files of inspections, issued permits and citations.
· Prepares reports concerning inspections and maintains records, issued permits and building construction violations which need to be corrected.
· Works closely with the building inspector to coordinate plan review as well as prepares forms, checklists, and other relevant documents for the operation of the permitting office.
· Receives complaints regarding code enforcement violations, communicates with the code enforcement officers to initiate an investigation and drafts communications alerting the property owner of violations, monitors the progress of the remedy, recommends a citation if violation is not remedied and provides documentation to the court for prosecution.
· Manage confidential and sensitive issues requiring a high degree of discretion, diplomacy, and tact.
· Responsible for assisting, and counseling property owners and contractors, in remedies for violations and answering questions about code enforcement.
· Perform other related duties as required.
· Serve as back up to other City Administrators.

Knowledge, Skills, and Abilities: 
· Composes, types, and edits a variety of correspondence, reports, memoranda, and other material requiring judgment as to content, accuracy, and completeness.
· Working knowledge of the principles and practices of modern public administration; working knowledge of modern records management techniques.  

· Skill in operation of listed tools and equipment. 
· Ability to accurately record and maintain records; Ability to establish and maintain effective working relationships with employees, supervisors, other departments, officials, and the public; Ability to communicate effectively verbally and in writing.  

Education & Experience

Minimum Qualifications:

· High school diploma or GED equivalent; and 

· Two (2) years of general office and records management related experience; or

· Any equivalent combination of education and progressively responsible experience, with additional work experience substituting for the required education on a year for year basis.
Tools & Equipment Used:
Personal computer, including word processing, spreadsheet, and database software; 10-key calculator; phone; copy machine; fax machine.

Work Environment/Physical Requirements: 

· The work environment characteristics described 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 noise level in the work environment is usually quiet.  
· 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, use hands to finger, handle, feel or operate objects, tools, or controls; and reach with hands and arms. The employee is occasionally required to walk.

· 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. 
Special Requirements

Employees primarily work Monday thru Friday, 8:00 a.m. to 5:00 p.m.
Selection Guidelines

Formal application, rating of education and experience; oral interview and reference check; job related tests may be required. 

The duties listed above are intended only as illustrations of the various types of work that may be performed. The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position.

The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change. 

Approval: ______________________



Approval: ____________________

Effective Date: _________________



Revision History: ______________

