
CODE ENFORCEMENT OFFICER 

BOCA MECHANICAL 

 

DEFINITION 

 Under the general supervision of the Fire Marshal, is responsible for performing building, 

fire prevention, mechanical and alarm system inspections and plan reviews for all commercial, 

industrial, business, educational, and institutional occupancies within the Township. Inspects 

residential dwellings to insure conformance with fire prevention, mechanical, and alarm code 

standards, and as required, assists in the investigation of fires and/or other disaster related 

activities; does related work as required. 

 

EXAMPLES OF WORK 

 Reviews plans for remodeling and new construction for code requirements and makes 

written recommendations to insure compliance. 

 Inspects residential dwellings to insure proper installation of solid, gas, or liquid fuel 

fired heating devices, and alarm/detection systems.  

 Reviews possible deficiencies or hazards with homeowner or landlord and prepares 

written reports. 

 Conducts Fire Safety, alarm and mechanical inspections of all publicly occupied 

structures, including residential, multi-family residential, educational, institutional, commercial, 

and industrial buildings. 

 Presents programs on fire prevention and health and safety programs to the public. 

 Assists the Fire Marshal with public education programs regarding fire and 

environmental safety in our community. 

As directed, conducts hazardous substance survey of Township owned structures, reviews 

updates and maintains material safety data sheet training catalogs to assure compliance with 

current employee right to know legislation. 

 Prepares written reports as required. 

 

REQUIREMENTS 

 Education - Graduation from an accredited high school or equivalent. 

Fire Inspector/Mechanical BOCA certification desired. NOTE: Applicants will be required to 

obtain a BOCA mechanical/fire inspector certification within two years of employment. 

 Experience - Five years of experience in the field of fire protection including extensive 

fire prevention techniques and building, mechanical and fire code requirements. 

 License – Valid Driver’s License. 

 Residence - Appointee will be required to reside within a five (5) mile radius of the 

Township borders excluding New Jersey and Philadelphia within six months of the successful 

completion of the special review period. 

 

KNOWLEDGE AND ABILITIES 

Wide knowledge of fire prevention, alarm, and mechanical systems techniques. 

 Wide knowledge of the BOCA National Fire Prevention and Mechanical Codes, NFPA 

Fire Protection Handbook and the NFPA Inspection manual. 



 Wide knowledge of NFPA guidelines including, but not limited to: flammable and 

combustible liquids, liquefied petroleum gases, standard for the installation of sprinkler and fire 

suppression systems, standpipe and hose systems, and portable fire extinguishers. 

 Considerable knowledge of hazardous waste chemical effects on the environment. 

 Knowledge of accepted building, mechanical and fire code requirements for residential 

and non-residential structures. 

 Ability to evaluate laboratory reports. 

 Ability to acquire knowledge of the Right to Know and Hazardous Materials Programs of 

Middletown Township and the OSHA Material Safety Data Sheets. 

 Ability to investigate fires of suspicious or unknown causes and report on findings at the 

direction of the Fire Marshal. 

 Ability to establish and incorporate secure record keeping measures and to maintain 

confidentiality as it regards the planning, installation and/or maintenance of intrusion detection 

systems and all appurtenances thereto, including coordination with the designated Middletown 

Township Police Department Alarm System Liaison officer. 

 Ability to speak in public. 

 Ability to work harmoniously with persons both within and outside Middletown 

Township who are interested in or concerned with the work of the Fire Marshal's office. 

 Ability to compose clear, concise and appropriate letters and reports in accordance with 

Township policy. 

 Ability to read, write, speak, understand and communicate in English sufficiently to 

perform the duties of this position. American Sign Language may also be considered as an 

acceptable form of communication. 

 Persons with mental or physical disabilities are eligible as long as they can perform the 

essential functions of the job after reasonable accommodation is made to their known limitations. 

If the accommodation cannot be made because it would cause the employer undue hardship, such 

persons may not be eligible. 

 

WORKING CONDITIONS 

 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, talk, or 

hear. The employee is required to walk and if required, climb into spaces to discern causes for 

fires or other emergency events; use hands to finger, handle, or feel objects, tools or controls and 

reach with hands and arms. The employee uses office machines such as computers, telephone, 

and other related office equipment and tools and instruments used to assist in fire investigations. 

 The employee may 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. 

 Work is usually performed in an office setting with a quiet environment. During the 

course of an investigation or inspection, the work is performed on site.  

 When performing emergency management and environmental investigations, the work 

may be performed in adverse physical settings with exposure to hazardous substances and/or 

atmospheres. 



 Normal workweek for this position is Monday through Friday for 35 hours. 

 Instances may arise when additional hours are required in response to emergency or other 

situations. 

 

SUPERVISORY RESPONSIBILITIES 

Reports to: - Director, Emergency Services and Fire Marshal 

 Supervises: - not required 

 

SELECTION GUIDELINES 

 Formal application, rating of education and experience, oral interviews, reference checks, 

and job related tests may be used to evaluate a candidate's qualifications for this position. 

 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. 

 

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. 

 


