CLASS CODE:
CI TY OF ANAHEI M
CLASS SPECI FI CATI ON:

CLASS TITLE: BU LDl NG OPERATI ONS MANAGER
DEPARTMENT/ CONTROL CENTER: Pl anni ng/ Bui | di ng
DEFI NI TI ON

To supervise and coordi nate plan checking, building inspection and
general office functions that w !l ensure adherence to building
codes and regulations; to oversee the provision of efficient and
ef fective custoner services; to coordinate assigned activities with
ot her divisions, outside agencies and the general public; and to
provide highly responsible and conplex staff assistance to the
Buil ding Oficial

SUPERVI S| ON RECEI VED AND EXERCI SED:
Recei ves general direction fromthe Building Oficial.

Exercises direct supervision over supervisory, pr of essi onal ,
technical and clerical staff.

EXAMPLES OF ESSENTIAL JOB FUNCTI ONS--Responsibilities and duties
may include, but are not limted to, the follow ng:

Coordinate the organization, staffing and operational activities
for plan checking, building inspection and general office
functions; ensure adherence to building codes and regulations;
oversee the provision of efficient and effective custoner services.

Participate in the developnent and inplenmentation of goals,
objectives, policies and priorities; recomend and inplenent
resulting policies and procedures.

Identify opportunities for inproving service delivery nethods and
procedures; identify resource needs; review wth appropriate
management staff; inplenent inprovenents.

Direct, coordinate and review the work plan for assigned plan
checking and building inspection services and activities; assign
work activities and projects; monitor wrk flow review and
eval uate work products, methods and procedures; neet with staff to
identify and resol ve probl ens.

Supervi se the organization, staffing and operational activities of
building inspection services including structural, electrical
pl unbi ng and nmechani cal field inspections.

Oversee custonmer service procedures, permt issuance processes,
pl an check procedures and various inspection prograns; respond to
public conplaints and requests for construction and inspection.

Select, train, notivate and evaluate building inspection and plan
check personnel; provide or coordinate staff training; work wth
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enpl oyees to correct deficiencies; inplement discipline and
term nati on procedures.

Participate in the developnent and admnistration of assigned
program budget; forecast funds needed for staffing, equipnent,
material s and supplies; nonitor and approve expenditures; recomrend
adj ustnents as necessary.

Provide staff assistance to the Building Oficial; serve as the
di vi sion manager in the absence of sane.

Participate on a variety of comittees; prepare and present staff
reports and other correspondence as appropriate and necessary.

Coordi nate plan check and building inspection activities with those
of other divisions and outside agenci es and organi zations.

Attend and participate in professional group neetings; stay abreast
of new trends and innovations in the field of building inspection
and pl an checki ng.

Performrelated duties and responsibilities as required.

QUALI FI CATI ONS

Know edge of: Qperational characteristics, services and activities
of a building inspection and plan checking program Safety
standards and nethods of building construction. Methods and
techniques of code enforcenent and admnistration. Mdern and
conplex principles and practices of general construction and plan

checki ng i ncl udi ng residential, conmer ci al and i ndustri al
construction. Building construction materials and nethods used at
all stages of ~construction. Principles of nunicipal budget

preparation and control. Principles of supervision, training and
performance evaluation. Pertinent Federal, State and local |[aws,
codes and regulations including the Uniform Building, Plunbing,
Mechani cal , Electrical and Fire codes

Ability to: Supervise, direct and coordinate the work of [|ower
I evel staff. Select, supervise, train and evaluate staff. Read and
interpret conplex building plans, specifications and codes. Make
arithnmetic conputations rapidly and accurately. Interpret and
explain City building inspection and plan check policies and
procedures. Prepare clear and concise reports. Serve as the
di vision manager in the absence of sane. Respond to requests and
inquiries from the general public. Communicate «clearly and
concisely, both orally and in witing. Establish and nmaintain
effective working relationships with those contacted in the course
of work.

Experience and Trai ning Quidelines

Any conbination of experience and training that would Ilikely
provide the required know edge and abilities is qualifying. A
typical way to obtain the know edge and abilities woul d be:

Experi ence: Ext ensi ve responsi bl e building inspection experience
i ncl udi ng the supervision of technical and clerical enployees.
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License or Certificate: Possession of registration as a Certified
Conbi nation Building Inspector is desirable.

Possession of registration as a Certified Plans Examner is
desi rabl e.

Possession of certification as a Building Official is desirable.

Possessi on of, an appropriate, valid driver's license.

WORKI NG CONDI TI ONS

Envi ronnental Conditions: O fice and occasional field environnent
to conduct inspections.

Physi cal Conditi ons: Essential functions may require naintaining
physi cal condition necessary for wal king, standing or sitting for
prol onged periods of tine.

FLSA DESI GNATI ON: Executive Exenpt

NOTE: The above statenents are intended to describe the general
nature and |evel of work being performed by persons assigned to
this job. They are not intended to be an exhaustive list of all
duties, responsibilities and skills required of personnel so
classified. Al requirements are subject to possible nodification
to reasonably accomodate individuals with disabilities.

Revi sed 3/87 - V. Kilnurray
Revi sed 9/89 - Ral ph Andersen & Associ ates
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