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License(s}/Certificate(s): A valid, lawful Driver's License may be required. 

SELECTION FACTORS: Extensive knowledge of: related laws, codes, policies, rules, and 
regulations governing the functions of the position; the operations, procedures, and goals of the 
department; basic English composition, spelling, and grammar. Skill in: providing customer 
service; analyzing problems and identifying logical solutions and alternatives; interpersonal and 
public relations; preparing clear, concise, and informative reports; interpreting a variety of 
administrative and technical data; working and communicating with individuals of diverse 
backgrounds and varied priorities; organizing assigned work and developing effective working 
methods; practicing trust-building behaviors. Ability to: work with little or no supervision and 
guide ambiguous projects with minimal direction; perform advanced research and statistical 
analysis and make sound recommendations; prepare and conduct professional presentations to 
staff and/or City administration or other boards/commissions; effectively lead group projects; 
supervise other employees as required; quickly and accurately perform work; communicate 
effectively both verbally and in writing. 

TOOLS AND EQUIPMENT USED: Calculator, computer, telephone, presentation charts, 
document, presentation and spreadsheet software, vehicle, other office equipment. 

PHYSICAL DEMANDS: Requires sitting at a computer or desk for long time periods. Some 
positions may include driving to project sites, climbing ladders, crawling under homes, other 
inspection-related physical demands. 

ENVIRONMENTAL FACTORS: Work is inside with little or no occupational hazards except for 
exposure to potentially stressful circumstances, including, the meeting of strict deadlines, 
contact with individuals in potentially difficult situations, and other stressful conditions related to 
the work place. Some positions may require occasional to frequent exposure to adverse 
weather conditions and the hazards of "hard hat" construction areas. Note: Employees of this class 
may be subject to on-call status.

NOTE: The above statements describe the general nature and level of work being performed by the person(s) assigned to 
this classification. They are not intended to be an exhaustive list of all duties, responsibilities, and skills required of 
personnel so classified. Class specifications are not intended to and do not imply or create any employment, compensation, 
or contract rights to any person or persons. Management reserves the right to add, change, or delete any and all provisions 
of this classification at any time as needed without notice. Reasonable accommodations may be made for otherwise 
qualified individuals who require and request such accommodation. This class specification supersedes earlier versions. 




