CODE ENFORCEMENT & ZONING OFFICER
DEFINITION

This is a highly responsible part-time position involving the monitoring of all building activity in the Township, and the enforcement of all building and property use codes, as required. The employee in this position is responsible for securing the issuance of all required permits, conducting periodic inspections of the Township for possible code violations, and submitting monthly reports for the purpose of filing information with the _________  County tax assessor's oil-ice, the United States Census Bureau, the _________  Township real estate tax collector, and for generally keeping the Board of Supervisors informed about development within the Township, and efforts to enforce certain ordinances. Assignments are performed in conjunction with the Secretary/Administrator's office and are subject to infrequent and cursory supervision and review by the Township Secretary.

TYPICAL DUTIES

At least once every calendar week, reviews all building and zoning permit applications submitted to the off-ice of the Secretary. If application is satisfactory, issues permit for construction or occupancy. If application is unsatisfactory, issues letter of denial in a timely fashion. Renders decision based on conformance with applicable ordinances, without consultation with Supervisors, Planning Commission members or Zoning Hearing Board members. If clarification of Ordinance compliance is needed, the Officer consults with the Township Solicitor.

Conducts a monthly drive-by inspection of Township properties, visually inspecting for unlawful construction or violation of applicable ordinances, including inspection of mobile home parks for illegal placement of mobile homes. Findings are to be recorded in a log, and a copy of same submitted to the Secretary three days prior to the monthly Township meeting.

Enforces Landlord Ordinance by maintaining accurate records of residents who are leasing buildings and/or property, including but not limited to mobile home park tenants.

Conducts inspections as required by property owner(s) agreements with the Board of Supervisors under the Township's Dumping Ordinance, No. 1-73.

Reviews all Planning Modules for Sewage Facilities Planning submitted by developers.

Issues citations to persons found in violation of Township ordinances, appearing at the District Magistrate's office on behalf of the Township.

Maintains records and office space, if provided, in a professional manner; prepares timely reports and conducts correspondence. Submits monthly report to Supervisors prior to monthly meeting, concerning totals of permits issued, by type, and progress on on-going ordinance violations. Reports monthly to _________  County Assessment Office on building permits issued, submitting copies to the _________  County Conservation District, the Census Bureau, the _________  Township Tax Collector, and, if contractors are nonresident businesses, a copy to the South Side School Board Secretary.

Maintains satisfactory relations with the public, presenting a neat, pleasant appearance in dealing with residents and other applicants.

Performs other related work as required.

QUALIFICATION REQUIREMENTS

Knowledge and Abilities


Thorough knowledge of Township ordinances and State laws dealing with sewage facilities, building and development.


Ability to interpret building construction plans as to their conformity with applicable Township ordinances.


Ability to detect violations of Township requirements.


Ability to understand, follow and convey complex oral and written information.


Ability to maintain routine records and prepare reports concerning the work.


Ability to establish and maintain effective working relationships with property owners, elected officials, private agencies, contractors and the public.

Experience and Training


High School diploma, or the equivalent.

Within one year, completion of a minimum of six hours of approved Code Enforcement Officer training classes, as offered by the Pennsylvania State Association of Township Supervisors Association, the Local Government Academy, or the equivalent. Experience with computer word processing desirable.

CODE ENFORCEMENT/ZONING OFFICER

COMPENSATION POLICY:


Code Enforcement Officer shall be compensated at an hourly rate, to be established annually by the Board of Supervisors at their reorganization meeting. Hours to be submitted for compensation shall include: Regular office hours, scheduled office hours, site visitation inspection, monthly violation inspection rounds, and time representing the Township at the District Magistrate's office for violation hearings.


CEO shall establish eight permanent hours per week as "office hours", with such schedule permitting residents to access the CEO during four hours between 8 a.m. and 4 p.m. and at least three hours between 4 and 9 p.m., to accommodate those persons working during normal office hours. (Example: Every Tuesday from Noon-4 p.m. and every Thursday from 4 p.m. to 8 p.m.; OR every Friday from I p.m. to 9 p.m.) During regular office hours, or office time scheduled by appointment, CEO may accept applications for permits, but shall not be compensated other than the hourly rate as specified above. In accepting applications, the application fees shall be remitted to the Administrative Secretary upon receipt. 


Once office hours have been selected by the CEO, those hours shall not change more than once per calendar year. Unpaid vacation time shall be granted for up to two calendar weeks, if notification is given to the Secretary during the week prior to the absence. If CEO should be absent for more than 16 scheduled office hours in one calendar year, the offense shall be subject to review by the Administrative Secretary and the Board of Supervisors.


CEO shall review all permits received from the prior week during his/her office hours, conduct a subsequent visual inspection of the property for a compliance check, then issue or deny the permit. Property inspections, violations inspections, etc. are to be billed at the above stated hourly rate, in increments of 15 minutes. A written report of time billed for work she be submitted to the Administrative Secretary by noon on each scheduled pay date.


CEO shall drive all Township and State roads once each month, inspecting for ordinance violations, with the maximum compensation for such service being five hours per month.


CEO shall submit an itemized mileage log to the Administrative Secretary prior to the date of each regular scheduled Supervisors' meeting for reimbursement at the current mileage rate, determined at each reorganization meeting. This shall include the miles necessary to perform the monthly inspection of properties for code violations.

CODE ENFORCEMENT OFFICER


The Code Enforcement Officer is the person within the Department of Community Development responsible for the administration of the herein mentioned Codes

and Ordinances of Derry Township, as well as the Pennsylvania Sewage Facilities Act as it applies to on-site sewage disposal activities. The Code Enforcement Officer reports to, and receives direction from, the Director of Community Development. The officer shall serve as the Building Official and Township Sewage Enforcement Officer, and has responsibilities which may be divided into four major categories, as follows:


Administration of Building Codes


Administration of General Township Codes and Ordinances


Sewage Enforcement Administration


Miscellaneous Duties


The categories listed above present a generalized description of the work performed by the Code Enforcement Officer. In order to make these general categories more meaningful, the following narrative is presented in an effort to provide some additional detail as to the nature of the work involved in activities which are assigned to the Code Enforcement Officer.

Building Code Administration


The Code Enforcement Officer shall be appointed as the Building Official of the Township. 


The Building Official shall be responsible for the administration

and enforcement of the following building and housing codes:


1975 B.O.C.A. Basic Building Code


1975 B.O.C.A. Basic Plumbing Code

1975 B.O.C.A. Basic Mechanical Code


1975 One and Two Family Dwelling Code


1975 National Electric Code


1975 B.O.C.A. Basic Housing-Property Maintenance Code

The Building Official's activities shall more specifically consist of the following responsibilities and duties:


Receive and review plans and applications and issue permits for the erection and alteration of buildings and structures, and inspect the premises for which such permits have

been issued and enforce the provisions of the building codes adopted by the Township.


Issue all necessary notices or orders to remove illegal or unsafe conditions, to require the necessary safeguards during construction, and to insure compliance with all the code requirements for the safety, health, and general welfare of the public.


Keep official records of applications received, permits and certificates issued, fees collected, reports of inspections, and notices and orders issued.


Provide consultations between the public and the Township regarding questions relative to the building codes.


Serve as the liaison person between the Department of Community Development and the B.O.C.A. Appeals Board, and coordinate appeals to the B.O.C.A. Appeals Board for persons seeking relief from building code regulations.

Administration of General Township Codes and Ordinances


The Code Enforcement Officer shall enforce certain general ordinances which have been or may be adopted by the Township.


Administration of current ordinances relating to Fire Prevention and Fire Protection; garbage and refuse; health and sanitation; and shade trees, are the responsibility of the Code Enforcement Officer.


The enforcement of these ordinances will entail field inspections; monitoring records of violations found, and achieving compliance with relevant ordinances, either by voluntary compliance or by prosecution for violation, if necessary.


The Code Enforcement Officer shall provide consultations for persons requiring information regarding the Township ordinances which he or she is responsible to enforce.


The Code Enforcement Officer shall serve as the liaison person between the Department of Community Development and the Shade Tree Commission, and shall be responsible for maintaining records of the Shade Tree Commission's activities.

Inspect permitted work done to new and existing sewage disposal systems.

The Code Enforcement Officer shall maintain records of Pennsylvania Sewage Facilities Act activities, including, but not limited to, permits, tests, modules, cost of administration; and prepare annual reimbursement applications.

Miscellaneous Duties


The Code Enforcement Officer shall be responsible for the cosmetic maintenance of the Department of Community Development vehicle.


The Code Enforcement Officer shall periodically review revised B.O.C.A. building codes and make recommendations to the Director of Community Development relevant to the merits of adopting such revisions.


The Code Enforcement Officer shall perform any other duties that may be assigned to the officer from time to time by the Director of Community Development.


The Code Enforcement Officer shall-develop and effect interpersonal relationship skills.

QUALIFICATIONS:


The Code Enforcement Officer shall be chosen on the basis of administrative abilities, with special reference to his actual experience in or knowledge of accepted practices with respect to the duties of the position as herein outlined. 


The Code Enforcement Officer shall have had at least five years' building experience as a licensed professional engineer or architect, building inspector, contractor or superintendent of building construction. For three years of this experience, he/she shall have been in responsible charge of work; he/she shall be generally informed on good engineering practice with respect to the design and construction of buildings, and the basic principles of fire prevention. A Commonwealth of Pennsylvania Certified Sewage Enforcement Officer certificate shall also be required or obtainable within a 6-month period from date of employment.


The Code Enforcement Officer need not be a resident of Derry Township during his/her tenure. Such alternatives of qualifications may be established as the Township Manager may find appropriate and acceptable.

