[bookmark: _GoBack]Town of Charlestown, MD
Position: Zoning & Code Enforcement Officer
Part-Time – 8 to 10 hours per week




General Summary:  

The candidate must be comfortable working with the public.  The position reports to the Town Administrator and leads in the enforcement of zoning and code regulations relating to maintenance of properties and structures, sign regulations, public nuisance codes, parking regulations and assists with the enforcement of floodplain and critical area regulations; provides assistance with zoning certificates and reports to the elected officials; conducts site inspections and investigations relative to the enforcement of zoning and code regulations; works closely with Cecil County Department of Permits and Inspections with building and other required permits issued through their office, as well as other State agencies that may issue permits in the Town of Charlestown.  Hours and days may be expanded or changed as needed and candidate may be required to work some weekends.

Examples of Essential Functions:

· Leads in the enforcement of municipal codes & ordinances, including zoning, public nuisance, parking, park use, maintenance of properties and structures, historic area regulations, etc., and assists with floodplain and critical area regulations.
· Coordinates municipal enforcement with Cecil County Department of Permits and Inspections as needed.
· Coordinates municipal enforcement with Federal & State agencies as required.
· Conducts site investigations for zoning & code enforcement.
· Assists with the preparation of zoning certificates, reports.  Prepares reports for elected officials and insures compliance is achieved with State, County and Town regulations.
· Responds to difficult public inquires and complaints in a courteous, tactful and firm manner.
· Develops and maintains all case information, letters and reports; keeps records and chronological logs; take photographs and maintain all zoning and code enforcement files.
· Follow through on problem cases with filing court documents; attend and testify at court hearings as required.
· Assist the State Planner in the development and updating of codes and ordinances and provide recommendations for revisions in existing regulations.
· Perform other related duties as assigned.


Required Knowledge, Skills and Abilities:

· Any combination equivalent to experience and education that could likely provide the required skills, knowledge and abilities would be qualifying.

Education and Experience:

· High School graduate or equivalent supplemented by specialized training in code enforcement.  Two (2) years’ experience in the enforcement of municipal codes and ordinances, including public contact.

Knowledge of:

· Zoning, land use, public nuisance codes and ordinances, building codes and permit requirements.

Ability to:

· Interpret zoning and code regulations and effectively communicate orally and in writing, respond to public complaints and inquires in a courteous, tactful and firm manner.  Review and analyze code enforcement cases and problems and take effective action to correct.




Licenses/Certificates:

· Due to the performance of field duties which may require the operation of a motor vehicle, a valid driver’s license is required in addition to an acceptable driving record at the time of appointment and throughout employment.


Additional Information

· Requires the ability to perform on-site field inspections which may include active construction sites in a variety of weather conditions.  Requires walking and standing.  Coordination to operate a computer and office equipment.  Acceptable vision, hearing and speech communication to maintain dialogue with public, staff and elected officials.


The preceding job description is not intended as, nor should it be construed as, exhaustive of all responsibilities, skills, efforts or working conditions associated with the job.







