CITY OF SHEBOYGAN
PART-TIME PERMIT CLERK 





Grade 3






Reports to:       Director of Planning & Development                              Department:       Development
Classification: Exempt                                                          
Date:                September 2014                                                        

Nature of Work:
Under the general direction of the Building Inspection Specialist, performs a wide range of diverse and responsible duties pertaining to a variety of building inspection services requiring individual judgment, initiative, and specialized knowledge in carrying out procedures and applying laws and regulations.

Typical Duties:  (These examples do not list all the duties which may be assigned.)
1.
Issues permits, collects fees, issues receipts, and provides assistance to the general public, contractors, developers, realtors, architects, and designers who visit, call, or write about building and construction services.

2.
Confers with planners, building inspectors, engineers and staff on developmental plans, policies, specifications or construction documents for compliance with City Ordinances, State Building Codes and other regulations.

3.
Determines compliance with rules and regulations affecting accessory residential buildings.

4.
Ascertains whether or not proposed alterations and repairs conform to zoning requirements.

5.
Ascertains the need for State approval of commercial plans.

6.
Reviews applications for fence permits, retaining walls, decks, etc.

7.
Performs various receptionist/clerical activities including: greeting customers, telephone receptionist duties, processing mail, composing and typing letters and memoranda from general instructions, preparation of agendas, and assistance with the preparation of contractor license applications, etc.

8.
Maintains computerized cash receipts and other records as required.

9.
Prepares invoices, collects fees, and issues licenses for Weights & Measures Program.

10. Schedules appointments, issues certificates, and maintains customer contact log for Clearwater Program.

11.
Schedules appointments and processes paperwork/certificates for the Inspectors.

12.
Performs other related work as assigned.

Minimum Qualifications:

1. Ability to communicate effectively both orally and in writing.

2. General knowledge of the laws, codes, principles, practices, methods, and techniques as applied to and pertaining to the various aspects of building inspection, building code, code enforcement, zoning, planning, etc.

3. Knowledge of computers and programs (Microsoft Office Products)

4. Ability to be exercise good judgment, courtesy, and tact in dealing with the general public, property owners, contractors, architects, engineers, and designers.

5. Ability to answer a variety of questions and make appropriate referrals to inspectors and/or the division manager.

6. Ability to establish and maintain efficient working relationships with City officials, boards and committees, and City staff.

7. GED or high school diploma.  Associated degree preferred. 
