
Township of __________  

CLASSIFICATION SPECIFICATION: GENERAL 

ORDINANCE ENFORCEMENT OFFICER 

DEFINITION 

Under the general supervision of the Director of Licenses and Inspections, is responsible for 

the non-technical inspections required by the Township codes and ordinances, does related 

work as required. 

EXAMPLES OF WORK 

Issues permits for vending, amusement, and service machines in the Township keeps 

accurate record of machines and collects permit fees yearly. 

Investigates complaints pertaining to Township ordinances regarding littering, high weeds, 
grass, and sign violations. Prepares reports describing ordinance violation so citations can 

be prepared. 
Investigates reports concerning abandoned vehicles and works with the Police Department 

to cite the violators. 
Investigates general code enforcement complaints discovered by the Police and Public 
Works departments and fire marshal's offices. 
Prepares a report for submission to the ___________ School District for inclusion of eligible 
individuals on the per capita tax rolls. 
Testifies in court concerning code violations, if required. 
Performs other non-technical code inspections, if required. 
Prepares reports as required. 
Answers complaints and inquiries from the public. 
 
REQUIREMENTS 

Education - Graduation from an accredited high school or equivalent 
Experience -Two years of experience in general inspection work. 
License - Appointee will be required to possess a valid driver's license. 
Residency - Appointees will be required to reside within five (5) miles of the Township 

borders excluding New Jersey and Philadelphia within six months of the successful 
completion of the special review period. 
 
KNOWLEDGE AND ABILITIES 

Ability to acquire considerable knowledge of Township ordinances pertaining to occupancy 

permits, weed control, littering and abandoned vehicles. 
Ability to enforce codes, ordinances, and regulations firmly, tactfully and impartially. 
Ability to maintain records and prepare reports. 
Ability to establish and maintain effective working relationships with associates and the 

public. 
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 ran 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. 

Work is performed in both indoor and outdoor settings. This position involves frequent 

travel by automobile to various construction, residential and commercial sites throughout 

the Township. Applicants will be required to navigate around construction and other types 

of debris, be exposed to irregular footing, and work on irregular surfaces or at heights above 

the ground. This often requires bending, twisting, and climbing. There is moderate exposure 

to disagreeable elements such as dust, fumes, noise, dampness, cold, and/or heat. There may 

exposure to health and occupational hazards. 

The employee must occasionally lift and/or move heavy objects in the course of an 

inspection. 

The normal work week for this position is 35 hours, Monday through Friday. 

SUPERVISORY RESPONSIBILITIES 

Reports to: Director of Licenses and Inspections  

SELECTION GUIDELINES 

Formal application, rating of experience and education, 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. 


