La Plata, Maryland

November 1, 2020


TOWN OF LA PLATA, MARYLAND
POSITION TITLE: 
Inspector I (Code Enforcement)
DEPARTMENT: 
Planning
SUPERVISOR:
Director of Planning
FLSA Status:

Non-Exempt

NON-ESSENTIAL PERSONNEL

Job Summary
The Town’s Code Compliance Program’s main goal is focused on the prevention, detection, investigation and enforcement of violations of statutes or ordinances regulating public health, safety, and welfare. Inspector will be responsible for gaining compliance with Town Codes through education and enforcement. Must be able to organize material, write reports and communicate well with residents, property owners and other professionals. Will represent the Town at District Court. 
Essential Duties and Responsibilities include the following.  Other duties may be assigned.

Inspect Properties: Code enforcement officers schedule and conduct property inspections to check if all rules and regulations are met. The process may take several days, since they must perform a walk-through of the entire property in addition to analyzing site plans, use permits, contracts, and other relevant documents. The Inspector will be required to conduct field investigations; inspect properties for violations; attempt to make contact at the residence or business in order to resolve violation; issue and post warning notices, notices of violation, corrective notices, orders to comply, and related documentation for code violations; schedule and perform all follow-up functions to gain compliance including letters, inspections, calls, meetings, discussions, and negotiations to ensure compliance with appropriate codes and ordinances. Patrol assigned area in a Town vehicle to identify and evaluate problem areas and/or ordinance violations; determine proper method to resolve violations.

Investigate Complaints: When citizens or government officials file complaints about property violations, it’s up to code enforcement officers to investigate whether the claims are valid, usually through research, paperwork reviews, property inspections, and complainant, witness, and owner interviews.

Enforce Compliance: Code enforcement officers are ultimately responsible for ensuring that all buildings and properties are in compliance with ordinances and zoning laws. Upon discovering violations, they promptly send out warning notices, assist owners in taking corrective steps, and charge penalties if noncompliance persists.
Maintain Records: It’s vital for code enforcement officers to keep accurate records of complaints, property inspections, and case violations while submitting regular summary reports to supervisors. Code enforcement officers are meticulous about documentation, gathering as much information as possible and inputting data into a computer database for efficient retrieval. Prepare evidence in support of legal actions taken by the Town; appear in court as necessary; testify at hearings and in court proceedings as required. Maintain accurate documentation and case files on all investigations, inspections, enforcement actions, and other job related activities including accurate and detailed information regarding code enforcement activity to substantiate violations; draw diagrams and illustrations and take photographs.
Explain Regulations: Because building codes and zoning laws can be confusing, code enforcement officers must actively explain them to the public and thoroughly address inquiries, with the goal of increasing awareness so that all violations are rooted in misbehavior rather than lack of knowledge.

Attend meetings and serve as a resource to other Town departments, divisions, the general public, and outside agencies in the enforcement of zoning regulations; provide research and documentation for meetings; interpret and explain municipal codes and ordinances to members of the general public, contractors, business owners, and other interested groups in the field, over the counter, and on the telephone.
Operate computer and other electronic devices to enter, process, and acquire data relative to complaints, inspection sites, and effective code enforcement; research complaints. 
Assist Inspector III with rental inspections, to ensure compliance with the Property Maintenance Code. 
Build and maintain positive working relationships with co-workers and the public using principles of good customer service and emphasizes that; "Service is our Business".

Performs related duties and responsibilities as required.
Qualifications

To perform this job satisfactorily, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. Ability to work shifts that may include evenings and occasional weekends.
Education, Certification, and/or Experience
· Possession of a High School diploma or GED. Work experience in local government and customer service.  Supplemental specialized training in planning, zoning, inspection or law enforcement is desirable.
· Must add to professional knowledge through training in code enforcement and building inspection practices annually.

· Possession of a valid Maryland Driver’s license.

· Knowledge of principles and practices of customer service. Excellent communication skills, both oral and written.   
· Ability to work well with coworkers and individuals outside the organization. 
·  Ability to understand, interpret, converse, and accurately advance inquiries across varied governmental services.  
· Ability to work independently and plan work load based on established priorities.

· Ability to make sound decisions in a manner consistent with the essential job functions.

· Knowledge of office practices and procedures; office machine operation; computational and mathematical accuracy; English grammar including usage and composition; professional telephone, email, and in-person etiquette.

· Completion of Maryland Fire and Rescue Institute, Fire Inspector I course or equivalent is preferred. 
Technical Qualifications
Ability to maintain a very professional atmosphere in customer service with officials, co-workers, and members of the general public in routine, emergency, or emotional situations.  Knowledge of various computer software.  Ability to take direction.  Ability to accomplish tasks quickly in a fast-paced environment with frequent interruptions and short deadlines.
Requires knowledge of municipal practices, procedures, and goals.  Ability to work well with people dealing with a wide variety of issues and challenges in occasionally emotional circumstances.  Skilled at handling multiple projects and short deadlines with adherence to regulations and procedures.  
Ability to determine sign height and size and compute area in square feet; measure distance using a tape measure and calibrated instruments.  Ability to gather and evaluate facts and evidence and draw logical conclusions.  Use of principles, methods, and techniques used in investigations and enforcement work including appropriate legal requirements and constraints.

Complete knowledge of the Town Code and basic knowledge of International Building Code.  Basic knowledge of principles and practices of building design, construction, and inspection.  Read and interpret building plans, building codes, ordinances, maps and specifications.
Language Skills

Ability to communicate effectively, both verbally and in writing, with residents, property owners, government officials, the general public, fellow employees, and Town officials.  Must be able to listen to and interpret problems, direct inquiries to appropriate staff or resources, exercise tact, and diplomacy, and make clear written and oral reports and recommendations.  Ability to read and comprehend instructions, correspondence, and memos.  Ability to write correspondence.
Physical Demands

To comply with the Americans with Disabilities Act of 1990 (ADA), which prohibits discrimination against qualified individuals on the basis of disability, it is necessary to specify the physical, mental and environmental conditions of the Essential Duties of the job. 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. 
While performing the duties of this job, the employee is regularly required to talk, hear, and see.  The employee is frequently required to sit and use hands, handle or feel objects or controls.  The employee is occasionally required to stand, walk, reach with hands and arms, balance, and stoop, kneel, climb or crouch.  The employee must occasionally lift and/or move up to or in excess of twenty (20) pounds.  The employee must be able to access all areas of a property, building, facility, or structure as required to inspect properly for code and permit compliance.  Must have visual acuity to work independently and consistently.  Must be able to climb ladders and perform duties in tight spaces (crawl spaces, attics, etc.) Regularly required to work unusual hours including scheduled night and weekend work for planned inspections, code compliance checks, and occasional emergency callouts when the Inspector III or Planning Director is unavailable.  
Hours of Operation This is a full-time position and the standard hours of operation are Monday through Friday, 9 AM to 5 PM. Duty hours are subject to change based on the staffing needs of the Code Compliance Division. 
Environmental Conditions
The worker is subject to indoor and outdoor environmental conditions. While performing the duties of this job, the employee may be exposed to dust, dirt, mold, cold, rainy, snowy or other inclement conditions.  The indoor working conditions are conducive to an office setting for noise and lighting levels.


