
City of Springfield, Oregon:  Code Enforcement Officer 
	This is a class specification and not an individualized job description.  A class specification defines the general character and scope of responsibilities of all positions in a job classification, but it is not intended to describe and does not necessarily list every duty for a given position in a classification.


	Representation: OPEU
	FLSA: Non-Exempt

	Job Code: 168137
	Grade/Range: 123

	
	Effective Date: 2/1997 (Revised 4/2007)


	
General Summary of Duties


Under the general supervision of the Assistant Community Services Manager, performs activities related to the administration and implementation of the City’s Code Enforcement Program, and conducts field investigations involving violations of the Development Code, Building Code and City Code.  Performs related duties as required.
	
Distinguishing Characteristics


The Code Enforcement Officer is a senior-level technical class in the Code Enforcement Division of the City’s Development Services Department.  This position performs a variety of professional level legal services requiring the exercise of independent judgment under the general supervision of the Community Services Manager primarily involved in code enforcement, including investigation, research, coordination of prosecutions, and drafting court pleadings.  Incumbents in this classification represent the city on all non-attorney code enforcement cases.

	Supervision Received and Exercised:


Reports to the Assistant Community Services Manager.   May act in Lead capacity over incumbents in the Code Enforcement Inspector classification.
	Essential Job Functions: Any one position may not include all of the duties listed nor do the listed examples include all tasks, which may be found in positions of this class.


· Assists the Assistant Community Services Manager in developing goals and objectives for the Enforcement Program, and evaluates the effectiveness of the work program to accomplish those goals.

· Prepares and sends appropriate compliance letters; works with citizens to achieve voluntary compliance, and performs follow-up inspections.

· Supervises field inspections of land use activity and nuisance complaints filed with the Development Services Department.

· Gathers, analyzes and presents data in the form of written, graphic, or oral reports for the use of the Division/Department Director, Planning Commission, and City Council.

· Maintains records and establishes sufficient background information to proceed with legal action if necessary; approves the issuance of warning citation and performs follow-up inspection.

· Issues Uniform Infraction Citations and Complaints, and prepares documentation and evidence to support charges for an appearance in Municipal Court.

· Acts as the City’s representative in Municipal Court in all non-attorney code enforcement cases; participates in the preparation of cases for the City Prosecutor when cited citizens are represented by an attorney.

· Performs follow-up inspections as ordered by the Municipal Court.
	
Qualifications


Knowledge:
· Thorough knowledge of the principles and practices and principles of code enforcement, land use planning, and zoning;
· Thorough knowledge of investigative techniques and research methodology;
· Considerable knowledge of local and state requirements and regulations relating to the code enforcement program area;
· Considerable knowledge of customer service practices and techniques, especially as they relate to adversarial encounters;
· Considerable knowledge of office procedures, to include recordkeeping, report writing, and equipment capabilities;
· Knowledge of legal processes and court proceedings as they relate to code enforcement.

Ability:

· Ability to apply, interpret, and enforce City Ordinances and Codes; 
· Ability to apply specific planning policies and procedures in determining compliance with City codes;
· Ability to develop and maintain effective working relationships with citizens, public officials, the Prosecutor’s Office, other jurisdictions, and co-workers;
· Ability to analyze code compliance and enforcement situations accurately, and select an appropriate course of action;
· Ability to coordinate Code Enforcement activities;
· Ability to utilize word processing and database systems sufficiently to perform the duties of the position;

· Ability to prepare accurate and timely written and oral reports;
· Ability to effectively prepare and present information as the City’s representative in Municipal Court;
· Ability to maintain complete records and logs;
· Ability to interpret City codes and ordinances for co-workers, customers, and the general public;
· Ability to travel and complete field work as required.
	Experience and Training:  Any equivalent combination of education and experience which provides the knowledge, skills and abilities required to perform the job.  A typical way to obtain the knowledge, skills and abilities would be:


Completion or equivalent of a two-year college degree program, with major coursework in planning or a related field, and four (4) years of progressively responsible experience in planning, building, or community development is required.  A job-related Masters Degree may be substituted for one year of the experience, or any combination of education and experience which provides the required knowledge, skills, and abilities.
	
Required Special Qualifications


· An Oregon driver’s license is required at the time of appointment
	
Working Conditions


The principal duties of this classification are performed in a field environment that involves frequent travel by motor vehicle to sites to make inspections.  Part of the work involves inspecting field sites which requires the ability to walk over rough, uneven or rocky surfaces, jumping over trenches and other obstacles and working in a variety of weather conditions with exposure to the elements.  Incumbents may use computers, equipment, vehicles, tape measure, camera, clipboard, and notepads.
Classification History:
2/97 – 
Original Classification
4/07 – 
Reformatted & included distinguishing characteristics and working conditions.  Shifted supervisory and overall program responsibility to the Assistant Community Services Manager Classification.
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