ZONING AND CODE ENFORCEMENT 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. ______.


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 ____________ 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.

The PSATS Ordinance Database includes examples that townships can use when developing their own ordinances, job descriptions, and personnel regulations. Please keep in mind that these examples are merely an informational resource for you to use in developing your own ordinance, job description, or personnel regulation. PSATS does not guarantee the legal effectiveness of any of these examples, nor their appropriateness to any particular situation. These are for your judgment in consultation with your legal representative. PSATS encourages township officials to review and discuss all proposed ordinances, job descriptions, or personnel regulations with their township solicitor.
