Sarasota County

SARASOTA COUNTY GOVERNMENT
CAREER TRACK

CODE ENFORCEMENT

MAJOR FUNCTION

SUB-CLASS CODE: See Below
EEO Code: Tech. 05; Officer 03
FLSA: Non-Exempt

W/C Code: 9410

Pay Band: See below

This is work enforcing and ensuring compliance with Federal, State and County regulations, statutes, and ordinances as it
relates to real property, building codes, unfit/unsafe structure program, sound, news rack, adult entertainment, zoning

violations, solid waste, and water quality.

Primary Purpose

Technician
Para-Professional Tier II
Sub-Class Gode: 37704 - Pay Grade: 9922

Officer.
*Para-Professional Tier TII
Sub-Class Gode: 37701 - Pay Grade: 9923

This is para-professional technician work responsible for
providing support/assistance to Code Enforcement Officers.

In general. work assignments at this level include, but are not
limited to:
* Reviews and/or Prepares Notices of Violations for the
Officer and perfects service via certified mail
Reviews Affidavit of Violation
® Delermines legal descriptions and property ownership
from Tax Collector, Property Appraiser Records, etc.
e (onducts research for the Code Enforcement Officer
Provides data input, attaches pertinent documents and
creates cases in the computer tracking syslem.
Communicates with abatement contractor(s) as needed
Prepares supporting documents for case investigations
Compiles information for public records requests
Works with citizens, civic associations and homeowner’s
associations; distributes educational materials, partici-
pates in Community Cleanups, attends HOA meetings.
Trains and orients new employees
Updates Code of Ordinances with supplements
May assist the Code Enforcement Officer in the field
Assists with special projects as requested by Management
May serve as back up to Administrative Specialists
Assists walk-in customers
Conlacts Waste Management for special pickups when
propertics are abandoned
Serves as the Special Magistrate Cierk when needed
= Participates in post disaster damage assessment

This is para-professional work enforcing Federal, State and
County regulations, statutes, and ordinances.

In peneral, work assipnments at this level include, but are not
limited to:

o Investigales, researches, enforces and processes
complaints regarding the above ordinances and codes
¢  Dectermines legal descriptions and property owners from
County Records
s  Maintains complaint records and inputs data into the
computer tracking system
Utilizes contractors for abatement of violations
e  Prepares and presents cases for hearing before the Special
Magistrate
Compiles case information for public records requests
Recovers illegal signs from the rights-of-way
&  Works with citizens, civic associations and homeowner’s
associations to maintain a clean healthful and aesthetically
pleasing community
o Distributes educational materials
o Participates in Community Cleanup Events
o Attends Homeowner Associalion meetings
®  Altlends cross training sessions with co-workers to address
the comprehensive list of codes
Attends FACE training as required
Assists with administrative duties as needed
Conducis sound level and light meter readings
Participates in post disaster damage assessment
Duties may include weekend and early or after hour
inspections

* Professional Tier I includes Para-Professional Tier ITI duties
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Primary Core Competencies

Knowledge, Skills and Abilities)

Para-Professional Tier 11

Para-Professional Tier II1

= Excellent written and verbal communication skills

= Ability to establish and maintain effective working
relationships with others

= Ability to deal with citizens in a positive manner

= Ability to explain complex rules and regulations to citizens

= Ability to prepare and review Code Enforcement
documents '

= Ability to conduct rescarch and compile data

= Ability to enter data in the tracking system

s Ability to prepare, organize, and distribute Community
cleanup material

s Ability to coordinate and schedule activities, appointments,
and events for internal and external cusiomers

*  Knowledge of Federal, State, and County regulatory codes and
ordinances including FS 162
Knowledge of code enforcement procedures
Ability to read and interpret building plans and specifications
Ability to assess a complaint or violation, determine the
applicable regulation or ordinance and identify any deviations

= Ability to work with the general public and enforce codes and
regulations tactfully, firmly, and impartially

= Ability to express ideas clearly/concisely orally and in writing

= Ability to establish and maintain effective working
relationships

s Ability to decipher legal documents

*  Ability to coordinate events and projects with various internal
and external agencies

Business Equipment and Computer Skills

General Office Equipment

Basic computer software applications
Internet searches

Microsoft Excel

E-mail communication

= Basic to intermediate soltware applications including word
processing programs.

Internet searches

Microsolt Excel

E-mail communication software applications

Wircless Laptops

Digital Photography and downloading knowledge

Light meter readings

Sound level meter readings

Minimum Qualifications

These are the general minimum qualifications necessary for this class. Additional qualifications may be applicable for
individual positions in the employing department and should be noted on the job description,

= High School Diploma or its equivalent and

= 2 -5 years of clerical experience

= ] year ol expericnce in code enforcement is preferred

®  An Associate degree can substitute for the required
experience

* A High School Diploma or its equivalent and

= Three years of field enforcement experience involving
interpreting, documenting, reporting, and/or correcting violations
of regulatory codes or ordinances.

= An Associate degree can substitute for two years of the required
experience and

= A Florida Drivers' License is required at time of hire.

Note: Must obtain FACE (Florida Association of Code
Enforcement) certification (one level) within one year of
employment.

NOTE: Employees that acquire the skills and minimum qualifications for the next level will be eligible to apply for open positions.
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:

Chris Louria, Chief Human Resources Officer

History: 1/28/19; 10/19/15; 10/1/15; 7/7/14; 8/30/10

Date: 7//?//2




