City of St. Belens

Job Title: BUHEDING-&ADMIMNISTRATON-SECREFARY-BUILDING PERMIT
TECHNICIAN

Department: Community Development Administration

FLSA Status: Non-Exempt

Union: Yes

Date Revised: Mareh21.2012 November17,2008 December 30, 2022

GENERAL PURPOSE

The Building Permit Technician performs a variety of complex clerical, administrative, and
accounting duties in supporting the bBuilding Division’s administration and enforcement of the

adopted Celty and state bulldmg codes éepam%ent—aﬂd—peﬁmeftwa%%pmgwﬂ—pmees&

pepmﬁsThls mcludes pr0v1dmg frlendly and professmnal service and a351stance to mtemal and

external customer requests, to issue building permits in a timely manner. Work may require
independent judgement in the appllcatlon of regulatlons and estabhshed procedures of the

Building Divisionepartment.

May provide administrative and clerical assistance to other division staff as assigned.

SUPERVISION RECEIVED
Works under the elese supervision of the BuildingOfficial-and-City RecorderFinance Director.
Building Official.

SUPERVISION EXERCISED
None.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following, but are not limited

to:

e Performs routine clerical and administrative work in answering phones, receiving the
public, providing customer assistance, cashiering, data processing, and providing
technical assistance on building related information to the public everthe-phone-andfront
counter:

e Prepares reports, correspondence, and/or invoices for Building Division related matters.

e Collect, balance, and report daily Ddivision revenues.

e Review permit applications and construction documents and provide assistance to
applicants to ensure submittals are complete and accurate.
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e FEngaging in the permit process from application intake to certificate of occupancy. This
includes but is not limited to; application intake, routing plans to other departments

and/or outside agencies for review, tracking plan review processes, coordination with
customers, other staff, other divisions and/or agencies for information accuracy,
Ddivision related notifications, and permit issuance.

e Calculates and verifies various fees, prepares fee estimates, and applies fees to permits.

e Issues Building Division Permits.

- { Formatted: Font color: Auto

reguest:,

e Daily preparation and coordination of requested inspections. Including but not limited to
notification of inspections to be performed by other divisions or agencies, sending or

receiving inspection reports, and customer notifications, ] - {Formatted: Font color: Auto

e Provides clerical and administrative services to the Building Division Board of Appeals, * ~ - - Formatted: Left, No widow/orphan control

as needed. Includes scheduling meeting dates/times and reserving meeting space,
providing legal notices to the media and public, creating agendas, collecting data,

distributing meeting packets, attending meetings, and producing meeting minutes. ~_ { Formatted: Font color: Red

A_ _ _

A h n tothe Communitv—Deve
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Receives the public and answers questions; responds to inquiries from employees,
citizens and others and refers, when necessary, to appropriate persons.

Assists in the procurement of materials and supplies for the Community Development
Department — Building Division Building—Department—and—City Administration
Operates listed office tools and equipment maechines as required.

Composes, transcribes, typestypes. and edits a variety of reports, correspondence, and
other material requiring judgment as to content, accuracy, and completeness.

Acts as custodian of records for Community Development Department - Building
Department Divisiondeeuments—and-records. Establishes and maintains filing systems,
control records, and indexes using moderate independent judgment.

Schedules appointments and performs other administrative and clerical duties as needed
for the Building Division.

Obtalns 1nf0rmat10n from the City and County records, as assigned.

Delivers excellent customer service to diverse audiences.

Establishes and maintains positive working relations with coworkers, eitizenscitizens,
and the general public.

e Performs other duties as assigned by the Building Official that support the overall

objective of the-department Division.

Creates, modifies, photocopies, and/or distributes forms, agendas, correspondence

minutes, and/or other materials related to the Building Division.

Update Bulldln;_, DlVlSlOI‘l Webpage within City website, as needed
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PERIPHERAL DUTIES

e Provides clerical support and back—up to the Community Development Administrative

Assistanee Assistant at the front counter. related—to—building—department-matters other
related-positionstatf, as needed.

Operates a vehicle to run errands.

DESIRED MINIMUM QUALIFICATIONS
Education and Experience:
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(A)  Graduation from a high school or GED equivalent with specialized course work in
general office practices such as typing, filing, accounting, and bookkeeping, and

(B)  Two (2) years of increasingly responsible related experience, or any equivalent
combination of related education and experience.

(C)  Two (2) years of experience using Springbreek-Seftware-or-specialized software

related to permitting, receipting, licensing, and accounting functions.

Necessary Knowledge, Skills and Abilities:

(A)  Working knowledge of computers and electronic data processing; working
knowledge of modern office practices and procedures; some knowledge of
accounting principles and practices.

(B)  Skill in operation of listed tools and equipment.

(C)  Ability to perform cashier duties accurately; ability to effectively meet and deal
with the public; ability to communicate effectively verbally and in writing; ability
to handle stressful situations. Ability to maintain a high level of organization.

Special Certification Desired:

(A) A)——Possession of Notary Public Commission. <+~ ~ | Formatted: Numbered + Level: 1 + Numbering Style: A, B,
(B) Permit Technician certification C, ... + Start at: 1 + Alignment: Left + Aligned at: 0.5" +
- Indent at: 1"

TOOLS AND EQUIPMENT USED

Phone, computer, calculator, copy machine, scanner, fax machine, windows-based software,
Word and Excel-, pRermitting, pPlan rReview, and fEinancial sSoftware sSystems.

PHYSICAL DEMANDS

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 and talk or
hear. The employee is occasionally required to walk; use hands to finger, handle, or feel objects,
tools, or controls; and reach with hands and arms.

The employee must 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 ENVIRONMENT

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions.

Lo neiselovel , . ot
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The noise level in the work area is typical of most office environments with telephones, personal
interruptions, and background noises but may be a little loud depending on the day.
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EMPLOYEE ACKNOWLEDGEMENT

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.

ACKNOWLEDGEMENT

I acknowledge that I have received a copy of the S
Seeretary Building Permit Technician job description. I understand that 1t is my respons1b111ty to
adhere to the guidelines of the expectations, hours of work and essential duties outlined within
this job description.

Employee Signature: Date:
DepartmentHead-Supervisor Signature: Date:
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