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Job Number:
0428

Job Title:
ZONING TECHNICIAN/CODE ENFORCEMENT OFFICER -
Development and Design

Date:

12/2019 
Primary Reason Classification Exists
To perform responsible professional enforcement of the City’s Zoning and Nuisance Ordinances.
Distinguishing Features of the Class
An employee in this class performs zoning code enforcement duties.  Work includes inspecting sites, interpreting and explaining ordinances to the public, and working with owners to comply with the local rules and regulations.  Work also includes processing enforcement paperwork and may require appearance in court cases.  Work is performed under general supervision and is evaluated on the basis of attaining individual performance objectives, feedback from the public served, and observation.
Illustrative Examples of Work
· Conducts field inspections to uncover potential violations of a variety of City codes and ordinances including zoning, nuisance, property maintenance and dilapidated housing and nuisance vehicles
· Investigates violation and citizen complaints; exercises appropriate judgement in prioritizing calls; investigates and resolves problems; provides information to the public by phone and/or mail regarding regulations and violations
· Thoroughly documents and retains records of complaints, investigations, and actions.
· Determines property ownership and establishes accountability for violations and contacts responsible party; document violations, maintains case files of corrections or progress and issues civil citations and liens when necessary; takes corrective action to remove nuisance vehicles or order abatements by contractors; bills property owners for abatement costs and files liens; works closely with city departments and the City Attorney to resolve cases and determine appropriate actions to implement

· Answers questions and provides information and assistance to citizens, builders, architects, engineers, contractors and others regarding land use, planning and zoning requirements and other zoning issues and questions; maintains a working knowledge of other departments and agencies in order to appropriately direct individuals in the application processes to follow when building or beginning a new business; works closely with homeowners and businesses to enhance and preserve the quality of the city environment; reviews initial residential building applications for zoning compliance; reviews sign applications and issues and verifies sign permits per zoning guidelines; makes recommendations of needed amendments to the Zoning Ordinance and develops and improves techniques for the maintenance of the files and information pertaining to the job
· Assists with phone coverage in absence of administrative staff; provides basic information on the building inspection and permitting process as well as schedules inspections, issues permits and verifies the status of issued permits 

· Perform routine cursory checks of landscaping and sign changes that have been made without permits to ensure compliance.

· Serves as staff to the Board of Adjustments

· Performs other related duties as required.
Knowledge, Skills, and Abilities
· Thorough knowledge of technical ordinances, codes and regulations pertaining to land use, zoning, subdivision, site design and minimum code areas.
· Thorough knowledge of the principles and practices of zoning and other code enforcement functions.
· Considerable knowledge of governmental laws, programs and services related to the code enforcement processes and procedures.
· Thorough knowledge of legal procedures related to enforcement of laws and ordinances and regulations. 
· Familiarity with other city ordinances outside of core enforcement focus as related to zoning and nuisance codes. 
· Ability to communicate effectively in oral and written forms across a variety of citizens, public officials, developers, and staff.
· Ability to enforce ordinances and regulations with firmness, professionalism, tact and impartiality. 
· Ability to establish and maintain effective working relationships with contractors, associates and the general public
· Ability to interpret local ordinances, rules and regulations 

· Ability to document and complete required records and reports

· Skill in conflict resolution; computer applications; research related to code enforcement duties
Physical Requirements
This is light work requiring the exertion of up to 20 pounds of force occasionally; and up to 10 pounds of force frequently and a negligible amount of force frequently or constantly to move objects. Work requires climbing, stooping, kneeling, crouching, reaching, standing, walking, fingering and grasping, holding maps and instruments, and using hands to type into computers. Vocal communication is required for responding to inquiries, expressing or exchanging ideas by means of the spoken word; hearing is required to perceive information at normal spoken word levels. Visual acuity is required for extensive reading, to prepare and analyze written or computer data, determine the accuracy and thoroughness of work, and observe general surroundings and activities

Working Conditions

Work is performed both inside in an environmentally controlled office subject to typical office noise  and outdoors in periods of cold, heat and other environmental conditions.
Education
Associate’s degree in Criminal Justice, Urban Planning, Horticulture, Landscape Architecture or related field preferred.  
Experience

One (1) to four (4) years’ experience in code enforcement or related.
Special Requirements
· Valid North Carolina driver’s license
· North Carolina Certified Zoning Official (or ability to obtain within 2 years). 
FLSA Status: Non-Exempt 
Disclaimer

This classification specification has been designed to indicate the general nature and level of work performed by employees within this classification. It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities, and qualifications required of employees to perform the job. The City of Morganton reserves the right to assign or otherwise modify the duties assigned to this classification.
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