POSITION DESCRIPTION

COUNTY OF LAPORTE, INDIANA

POSITION:


Building Commissioner
DEPARTMENT:

Plan Commission
WORK SCHEDULE:
8:00 a.m. – 4:00 p.m., M-F

JOB CATEGORY:

U (Unclassified)
DATE WRITTEN:  April 2006



STATUS:  Full-time

DATE REVISED: 





FLSA STATUS:  Exempt

To perform this position successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed in this document are representative of the knowledge, skill, and/or ability required.  The County of LaPorte provides reasonable accommodation to qualified employees and applicants with known disabilities who require accommodation to complete the application process or perform essential functions of the job, unless the accommodation would cause an undue hardship.
Incumbent serves as Building Commissioner for the LaPorte County Plan Commission, responsible for supervising and directing department operations and personnel.
DUTIES:
Supervises and directs department personnel, including interviewing applicants, making hiring/firing decisions, making work assignments, providing training and corrective instruction, establishing goals, maintaining discipline, and evaluating performance.
Explains and interprets department policies, zoning ordinances, variances, and subdivision requests to the public. Assists and advises individuals and developers on matters concerning zoning such as zoning requirements, various department proposals, and procedures.

Prepares and administers department budget, including determining departmental needs and proposing annual budget to Plan Commission and County Council.  Maintains accurate related financial records. 

Renews applications for building permits, ensuring county requirements are met and that site plans accompany applications.  Issues zoning certifications and maintains related records.  Approves and issues building permits and maintains related records.

Conducts inspections of buildings, structures, and use of land to determine compliance with terms of local zoning ordinances.

Acts on complaints from local residents and other county offices regarding zoning violations, investigating possible violations, and attempting remedies without court action.

Assists Plan Commission attorney with legal actions against ordinance violations and in other legal affairs.

Serves as Secretary to the Plan Commission and Board of Zoning Appeals.  Prepares agendas and maintains meeting minutes.  Sends copies of agendas members, appropriate media, and adjacent property owners.

Supervises the maintenance of the rural address system.

Ensures that legal notifications are published correctly and in a timely fashion.

Prepares zoning resolutions for review by the appropriate board and forwards applications for amendments and rezoning to the Plan Commission.  Transmits to the BZA applications for appeals, variances, or other matters.

Maintains records of zoning ordinances, including maps, amendments, variances, appeals, and applications.

Assists in revising and updating ordinances and the master plan.

Makes public presentations regarding planning and zoning activities.

Performs related duties as assigned. 

I.  JOB REQUIREMENTS:
Baccalaureate Degree in related field or equivalent combination of education and previous work experience with a minimum of five years experience in construction techniques, principles, and trades.
Ability to supervise and direct department personnel, including interviewing applicants, making hiring/firing decisions, making work assignments, providing training and corrective instruction, establishing goals, maintaining discipline, and evaluating performance.

Thorough knowledge of and ability to interpret, understand, and apply laws, rules, and regulations pertaining to the fields of planning administration and County governmental operations.

Thorough knowledge of planning organizations, planning processes, local geography, and buildings and trade practices.
Ability to comprehend and interpret maps, and apply such knowledge to daily tasks.

Working knowledge of standard office procedures and computer software programs used by the Plan Commission Department, with ability to apply such knowledge to a variety of interrelated processes, tasks, and operations.

Working knowledge of standard English grammar, spelling, and punctuation and ability to prepare detailed written reports.  

Ability to properly operate standard office equipment, such as computer, copy machine, fax machine, calculator, and telephone.

Ability to provide public access to or maintain confidentiality of department information and records according to state requirements.

Ability to meet all department hiring and retention requirements, and ability to comply with all employer and department policies and work rules, including, but not limited to, attendance, safety, drug-free workplace, and personal conduct.

Ability to effectively communicate orally and in writing co-workers, other County departments, Plan Commission, BZA, consultants, contractors, builders, County Commissioners, County Council, and the public, including being sensitive to professional ethics, gender, cultural diversities, and disabilities.  
Ability to competently serve the public with diplomacy and respect.

Ability to work alone with minimum supervision and with others in a team environment, often amidst frequent distractions and interruptions and under time pressure from formal schedules and deadlines.

Working knowledge of County budget process and budget administration, including ability to prepare and monitor department budget.
Ability to occasionally work extended, evening, and weekend hours, and travel out of town for training and meetings, sometimes overnight.

Possession of a valid Indiana driver’s license and a demonstrated safe driving record.
II.  DIFFICULTY OF WORK:

Incumbent is responsible for administering department operations and supervising department personnel within generally accepted guidelines which are often unclear or not well stated.   Incumbent exercises a considerable amount of independent judgment in selection of the best methods to achieve desired result, adapting standards to fit situations as required.
III.  RESPONSIBILITY:

Incumbent makes a major contribution to the success of the department.  General direction is provided by the Plan Commission and the BZA, with variations from standard activities or operations referred to appropriate board. Routine daily operations seldom receive direct review.  Work is reviewed for attainment of objectives and compliance with department policies.  Problems impacting agency mission or policy are reviewed for overall accomplishment and impact.

IV.  PERSONAL WORK RELATIONSHIPS:
Incumbent maintains frequent contact with co-workers, other County departments, Plan Commission, BZA, consultants, contractors, builders, County Commissioners, County Council, and the public for purposes of maintaining coordination of planning and building activities and supervising department personnel and operations. 

Incumbent reports directly to the Plan Commission and Board of County Commissioners. 
V.  PHYSICAL EFFORT AND WORK ENVIRONMENT:
Incumbent performs duties in both a modern office environment and outside during inspections and is exposed to normal hazards and weather conditions encountered in the profession, involving sitting/standing for long periods, sitting/walking at will, keyboarding, lifting/carrying objects weighing up to 50 pounds, close/far vision, speaking clearly, hearing sounds/communication, and exposure to inclement weather, dust, fumes, and dirt.  Incumbent occasionally works extended, evening, and/or weekend hours, travels out of town, sometimes overnight.

APPLICANT/EMPLOYEE ACKNOWLEDGMENT
The job description for the position of Building Commissioner for the LaPorte County Plan Commission describes the duties and responsibilities for employment in this position.  I acknowledge that I have received this job description, and understand that it is not a contract of employment.  I am responsible for reading this job description and complying with all job duties, requirements and responsibilities contained herein, and any subsequent revisions.

Is there anything that would keep you from meeting the job duties and requirements as outlined?

Yes_____ No_____

_________________________________________


_______________________

Applicant/Employee Signature




Date

_________________________________________

Print or Type Name

plan/bldgcomm


