CLASS CODE: N13
CI TY OF ANAHEI M
CLASS SPECI FI CATI ON:

CLASS TI TLE: BU LD NG OFFI CI AL
DEPARTMENT/ CONTROL CENTER: Pl anni ng/ bui | di ng Admi ni stration
DEFI NI TI ON:

To direct, nmnage, supervise and coordinate the activities and operations
of the Building Division within the Planning Departnent including field
i nspection services, plan check services and special projects; to
coordinate assigned activities with other divisions, departnents and
outside agenci es; and to provide highly responsible and conplex
adm ni strative support to the Planning Director.

SUPERVI SI ON RECEI VED AND EXERCI SED:
Recei ves admi nistrative direction fromthe Planning D rector.

Exerci ses direct supervision over supervisory, professional, technical and
clerical staff.

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

Assurme managenent responsibility for assigned services and activities of
the Building Division including field inspection services, plan check
services and special projects.

Manage and participate in the developnent and inplenentation of goals,
objectives, policies and priorities for assigned prograns; recomend and
adm ni ster policies and procedures.

Monitor and evaluate the efficiency and effectiveness of service delivery
net hods and procedures; recomrend, w thin departnental policy, appropriate
service and staffing |evels.

Plan, direct, coordinate and review the work plan for building division
staff; assign work activities, projects and prograns; review and eval uate
work products, methods and procedures; neet with staff to identify and
resol ve probl ens.

Revi ew proposed State and Federal legislation related to the building
i nspection field; recomrend the City's position on legislation; revise the
Cty's building ordinance to conform to State requirenents; develop and
reconmend code additions.

Ensure City building criteria are net; develop and naintain standards for
construction nethods and naterials; oversee the inspection of all public
and private buildings for conpliance with the Uniform Buil di ng Code.

Sel ect, train, notivate and eval uate building division personnel; provide
or coordinate staff training; work with enpl oyees to correct deficiencies;
i mpl enent di scipline and term nation procedures.

Oversee and participate in the developnent and admnistration of the
division's annual budget; participate in the forecast of funds needed for
staffing, equi pnent , materials and supplies; monitor and approve
expendi tures; inplenent adjustnents.



City of Anaheim
Cl ass Specification
Bui l ding Oficial

Page 2

Vi

VI,

Serve as the liaison for the Building Dvision with other divisions,
departments and outside agencies; negotiate and resolve sensitive and
controversial issues.

Serve as staff on a variety of boards, commi ssions and committees; prepare
and present staff reports and other necessary correspondence

Provi de responsi bl e staff assistance to the Planning D rector

Conduct a variety of organizational studies, investigations and operationa
studi es; recommend nodifications to building division prograns, policies
and procedures as appropriate

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

Respond to and resolve difficult and sensitive citizen inquiries and
conplaints; provide information on building regulations, construction
techni ques and naterial s.

Performrelated duties and responsibilities as required

JOB RELATED QUALI FI CATI ONS

Know edge of : Qperational characteristics, services and activities of a
bui | di ng i nspection and pl an checking program Principles and practices of

general construction and plan checking including residential, comercial

and industrial construction. Principles and practices of program
devel opment and admi ni strati on. Saf ety standards and nethods of buil ding
construction. Met hods and techniques  of code enforcenent and
admi ni strati on. Principles and practices of municipal budget preparation
and adm ni stration. Principles of supervision, training and performance
eval uation. Pertinent Federal, State and |ocal |aws, codes and regul ations
including the Uniform Building, Plunbing, Mechanical, Electrical and Fire
codes.

Ability to: Oversee and participate in the nanagenent of a conprehensive

building inspection and plan checking program Oversee, direct and
coordinate the work of lower |level staff. Sel ect, supervise, train and
eval uate staff. Participate in the developnent and admnistration of
division goals, objectives and procedures. Prepare and adm nister |arge
program budgets. Prepare clear and concise administrative and financia
reports. Anal yze problens, identify alternative solutions, project

consequences of proposed actions and inplenent recomendati ons in support
of goals. Research, analyze and eval uate new service delivery nethods and
t echni ques. Revi ew proposed State and Federal |egislation and recommend

the Cdty's position. Interpret and apply Federal, State and |oca
policies, laws and regulations. Respond to requests and inquiries fromthe
general public. Communi cate clearly and concisely, both orally and in

witing. Establish and nmaintain effective working relationships with those
contacted in the course of work.

EXPERI ENCE AND TRAI NI NG GUI DELI NES- - Any conbi nati on of experience and training
that would likely provide the required know edge and abilities is qualifying. A
typical way to obtain the know edge and abilities would be

Experi ence: Extensive and responsible experience in rmanagenment and
supervi sion. Responsible experience in the nmanagement of a building
i nspection, plan checking or related program within a planning and/or
construction environment including supervision and devel oprment of
supervi sory, professional and technical enployees.
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Li cense and/or Certification Required: Possession of registration as a
Certified Building Oficial. Possession of, an appropriate, valid driver's
l'i cense.

WORKI NG CONDI Tl ONS

Physi cal Requirenents: Essential functions nay require nmaintaining
physi cal condition necessary for wal king, standing or sitting for prol onged
peri ods of tine.

Envi ronnental Conditions: Ofice and occasional field environment to
conduct inspections.

FLSA DESI GNATI ON\: Executive Exenpt

NOTE: The above statenments 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 nmnodification to reasonably accomodate individuals wth
disabilities.
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