
 
   SARASOTA COUNTY GOVERNMENT            

CAREER TRACK 
 

BUILDING PLANS EXAMINER 
 

SUB-CLASS CODE: See Below 
EEO Code: 03 

FLSA: Non-Exempt 
W/C Code: 8810 

PAY BAND: See Below 
 

MAJOR FUNCTIONS 
           This is technical work examining plans and specifications of building construction and life of safety systems for compliance 

with adopted and approved building and fire safety codes and regulations. Regulations include national, state and local 
specifications and require extensive knowledge and background of all types of building and safety codes.  
 

        Primary Purpose 
Tier I 

Pay Band – Professional/Technical 
Sub-Class Code - 37571  Pay Grade - 9931 

 Tier II * 
Pay Band – Professional/Technical  

Sub-Class Code - 37572  Pay Grade - 9932 

      Tier III ** 
Pay Band – Professional/Technical 

Sub-Class Code - 37573   Pay Grade- 9933 
Essential duties for all three levels are 
primarily of the same nature and scope 
however complexities and types of 
functions are closely related to 
certifications described in Qualifications 
Section below:  
 
In general, work assignments at this 
level include, but are not limited to: 
 Examines all plans and applications 

submitted for structures, signs, utilities 
or fire safety systems 

 Indicates changes required for 
conformances to code requirements as 
adopted 

 Reviews qualifications of contractors. 
 Checks work of Inspectors 
 Investigates reports of serious 

violations 
 Instructs applicants in procedures and 

qualifications 
 Assists Inspectors in reviewing plans 
 Confers with and advises Fire 

Inspectors 
 Receives inspection complaints and 

conducts investigations 
 Prepares and conducts presentations 
 Conducts and oversees all types of 

inspections. 
 
 
 

Essential duties for all three levels are 
primarily of the same nature and scope 
however complexities and types of 
functions are closely related to 
certifications described in Qualifications 
Section below:  
 
In general, work assignments at this 
level include, but are not limited to:  
 Examines all plans and applications 

submitted for structures, signs, utilities 
or fire safety systems 

 Indicates changes required for 
conformances to code requirements as 
adopted 

 Reviews qualifications of contractors. 
 Checks work of Inspectors 
 Investigates reports of serious 

violations 
 Instructs applicants in procedures and 

qualifications 
 Assists Inspectors in reviewing plans 
 Confers with and advises Fire 

Inspectors 
 Receives inspection complaints and 

conducts investigations 
 Prepares and conducts presentations 
 Conducts and oversees all types of 

inspections. 
 

Essential duties are primarily the same 
as I & II. Complexities and types of 
functions are closely related to certifica-
tions (see Qualification Section).  Chief 
Plans Examiner is classified in this Tier. 
 
 
In general, work assignments at this 
level include, but are not limited to: 
 Examines all plans and applications 

submitted for structures, signs, utilities 
or fire safety systems 

 Indicates changes required for 
conformances to code requirements as 
adopted 

 Reviews qualifications of contractors. 
 Checks work of Inspectors 
 Investigates reports of serious 

violations 
 Instructs applicants in procedures and 

qualifications 
 Assists Inspectors in reviewing plans 
 Confers with and advises Fire 

Inspectors 
 Receives inspection complaints and 

conducts investigations 
 Prepares and conducts presentations 
 Conducts and oversees all types of 

inspections. 
 May supervise, coach & mentor staff. 
 Conducts performance reviews and 

handles employee relations issues. 
                                                                   

                                                              *Includes Professional/Technical Tier I duties       ** Includes Professional/Technical                  
                                                                                                                          Tier I & II duties                                                                   
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Primary Core Competencies (Knowledge, Skills and Abilities)   
Professional/Technical Tier I Professional/Technical Tier II Professional/Technical Tier III 

Professional Skills 
 Strong written/verbal 

communications 
 Effective communication 

techniques 
 Develops document presentations 
 Interprets communication policies  
 Serves as a team member 
 Works under limited supervision 
 Strong interpersonal relations 
 Expert in field of endeavor 
 Expert report preparation 
 Presentation skills 

 

 Outstanding communication 
techniques 

 Strong client/customer relations 
 Leadership capacity 
 Reviews work of others 
 Develops resources and contacts 
 Expert in federal and state laws 
 Develops/revises policies 
 Handles employee 

communications 
        issues 
 Report preparation/presentation 
 Performance coaching 
 Project coordination  

 

 Handles complex and difficult 
communications 

 Coordinates/monitors work 
projects 

 Demonstrates a high level of 
creativity  

 Demonstrates advanced 
interpersonal skills 

 Exercises good judgment and 
discretion 

 Leads, mentors, oversees work 
of others 

 Coordinates/implements changes 
 Advises and guides customers 
 Develops solutions to problems 
 Excellent media relations 
 Interfaces with agency 

counterparts 
 Coordinates with HR on 

employee relations issues 
 
 

                                                      Business Equipment and Computer Skills 
 Basic software applications 
 Internet searches 
 Computer hardware basics 
 Copiers, shredders, telephones, 

etc. 
 Faxes 
 Monitors and projectors 
 Notebook computers 
 Recording and video equipment 
 
 

 Intermediate software applications 
 Basic software applications 
 Internet/intranet operations 
 E-mail communications 
 Microsoft Publisher 
 Microsoft Access 
 Microsoft Power Point 

 Advanced software applications 
 Basic software applications 
 Microsoft Publisher 
 Microsoft Access 
 Microsoft Power Point 

 
 

                             Technical Skills (may be required depending on specific job) 
 Press release writing 
 Software for computer systems 
 Computer networking 
 Computer peripherals 
 Video and media presentations 
 
 
 
 
 

 Same skills and competencies in 
previous tier with increased 
complexities and accountabilities. 

 
 

 Same skills and competencies in 
previous tier with increased 
complexities and accountabilities. 

 Supervisory skills may be 
required if Chief Plans Examiner. 
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                                                            Minimum Qualifications 

  Professional/Technical Tier I   Professional/Technical Tier II  Professional/Technical Tier III 

 High School Diploma or its 
equivalent 

 4 years experience in applicable 
construction trade or related field 
inspection or plans review 

 BA degree or courses from an 
accredited college or university in 
Civil Engineering, Architecture, 
Fire Administration, Building 
Construction/Inspection, or 
related field may substitute on a 
year-for-year basis for the 
required experience with at least 1 
year of field construction. (30 
college credits is considered 
equivalent to one year of 
experience). 

 Must have or the ability to obtain 
a Provisional Plans Examiner 
license in the applicable trade: 
building, plumbing, electrical or 
mechanical (job posting to list 
specific trade required) within 
120 days of hire.  AND 

 Must possess or be able to obtain 
a Standard Plans Examiner 
license in the applicable trade: 
building, plumbing, electrical or 
mechanical (job posting to list 
specific trade required) prior to 
the expiration of the Provisional 
License (within two (2) years of 
issuance of Provisional License). 

 Valid Florida Driver’s License is 
required   

 High School Diploma or its 
equivalent 

 Minimum 3 years of experience 
performing plans reviews and/or 
inspections. 

 Standard Plans Examiner License 
in the applicable trade: building, 
plumbing, electrical or 
mechanical AND one of the 
following licenses: 
 Building Inspector License 
 Mechanical Commercial 

Inspector License   
 Plumbing Commercial 

Inspector License  
 Electrical Commercial 

Inspector License  
 Residential Plans Examiner 

License 
 Fire Safety Inspector I 
 Valid Florida Driver’s License 

is required 
 

 High School Diploma or its 
equivalent 

 Minimum 5 years of experience 
performing plan reviews and/or 
inspections. 

 Standard Plans Examiner License 
in applicable trade: building, 
plumbing, electrical or mechanical 
and Standard Inspector License 
AND one of the following 
licenses:  
 Building Inspector License 
 Mechanical Commercial 

Inspector License 
 Plumbing Commercial 

Inspector License 
 Electrical Commercial  
 Inspector License 
 Residential Inspector License 
 Residential Plans Examiner 

License 
 Fire Safety Inspector I 
 Valid Florida Driver’s License 

is required. 
 

    Licenses must be issued by the State of Florida Department of Business and Professional Regulation (DBPR). 
 
NOTE:  Employees that acquire the skills and minimum qualifications for the next level will be able to apply for 
promotional opportunities.  Employees will not automatically be upgraded to the next level.  Reclassifying a 
position is based on business need and financial impact and not based solely on the incumbent. 
 
  APPROVED BY:                       Date 
   
______________________________________________               3/24/2023 

          Christopher Louria, Chief Human Resources Officer 
           

History: 9/29/21; 10/15/19; 10/17/17; 12/16/16, 6/13/16, 6/18/14, 4/18/05, 9/7/05, 5/14/10, 6/29/12 
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