ENGINEERING/COMMUNITY DEVELOPMENT
COORDINATOR

POSITION SUMMARY

This position is responsible for coordinating the City’s building permit processes, managing
associated financial transactions, and maintaining accurate and compliant records. The position
also oversees the sale and recordkeeping of City-owned cemetery plots, mausoleum crypts, and
niches. Work requires a high level of accuracy, attention to detail, and discretion in handling
financial and public information.

RESPONSIBILIT

Essential Duties:
¢ Provides administrative support to designated s

e Manages sales, documentation, and recoj
crypts, and niches, including financial lic inquiries.

¢ Attends departmental coordination me
and provide administrative support for Bo

e Performs extensive data entry-and record ma ity across
multiple software systemsA& calls and customers for the

department.

Knowledge, Skil ilities: (position requirements at entry):

e Strong custo i d interpersonal communication skills, including the ability to
handle sensitive ex inquiries professionally.Familiarity with City geography and
street locations.

e Knowledge of department specific terminology and applications.
Excellent attention to detail and data accuracy.Ability to manage multiple priorities, meet
deadlines, and adapt to changing workloads.

® Ability to prepare written communication, type memos, reports and letters.
Proficiency in Microsoft Office Suite and other relevant software applications.

e Ability to use computers and related software applications. Ability to use various office
equipment.
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ENGINEERING/COMMUNITY DEVELOPMENT
COORDINATOR

* Ability to interpret and apply policies, procedures, and applicable codes or ordinances.
* Ability to provide a high level of confidentiality and exercise sound judgment.

SKILLS

Education and Experience (position requirements at entry
® Requires High School Diploma or General Equiv
e Two years of administrative assistant experien
education and experience sufficient to sucﬁ y perfo

y 4

Special Requirements (position requirements at (
e Valid Driver’s License V'

e JCC Certification as a Inte ional Permit
Building and Codes). k

Degree (G.E.D)
ivalent combination of
e essential duties of the job.

Environment:
Positions in this class typi » T sitti i g, reaching, standing, walking,

n“of the time. Jobs are sedentary if walking
d all other sedentary criteria are met. Work

1
FLSA: NA(]'L

Created and up

Approve by Commissi
Updated: 08/12/2020, 1 020, 3/29/2023 by Josh Skluzacek, HR Nameniuk, 6/16/2025
updated grade to match new pay scale — NT. 10/24/25 updated by Josh Skluzacek, HR Nameniuk
change title, reclassify to grade 12.
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