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ORDINANCE OFFICER
Reports To
Mayor/Chief of Police/Sergeant
Job Overview
Performs a variety of duties in support of the City’s local code enforcement program; monitors and enforcesa variety of applicable ordinances, codes, and regulations related to zoning, land use, nuisance housing, building codes, health and safety, graffiti, water waste, and other matters of public concern. Serves as a resource and provides information on City regulations to property owners, residents, businesses, and general public, and other City departments and divisions.
Responsibilities and Duties
· Respond to citizen complaints and reports from other agencies and departments on alleged violations of City zoning and related municipal codes and ordinances; interview complainants and witnesses; conduct investigations and provide recommendations for resolution.
· 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; issue administrative and parking citations and notices of violation as necessary.
· Prepare evidence in support of legal actions taken by the City; 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.
· Perform related duties as required.
Expectations
· Report to work on time.
· Ensure reports are turned in and done timely.
· Communicate with Chief of Police, Seargeant, mayor and others as needed.
· Assist in City activities to keep citizens safe.
· Maintain good rapport with the community and resolve concerns.
· Inspect and maintain patrol equipment.
Qualifications
· High school diploma or GED.
· 1+ year of experience with public contact, inspection, and investigation.
· Knowledge of City codes and ordinances.
· Research and collect data. Taking photographs and documentation.
· Communicate clearly in both speaking and writing.
· Independently perform a full range of code enforcement and compliance duties.
· Investigate complaints and resolve them in a timely and tactful manner.
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