CODE COMPLIANCE OFFICER
Pay Range: $26.41 per hour
Hours: 
20 hours per week (flexible schedule)
Payroll Title: Code Compliance Officer
Department/Division: Development Services
Employment Status: 1040
Closing Date: Open until filled

Position Summary

Performs a variety of routine and complex work in the interpretation and enforcement of adopted codes, primarily the Bellevue Sign Ordinance, and related rules and regulations.  Investigates and resolves code violation complaints.  Prepares code violation cases for presentation at hearings.

Primary Responsibilities

· Periodically patrols or inspects an assigned area to monitor for violations of local codes.

· Responds to complaints of potential City Code violations, primarily relating to the Sign Code, but also possibly relating to building occupancy, nuisances, hazardous sidewalks, housing conditions, construction, land use, zoning, animals, noise, dumping, clearing, grading, filling, polluting, or other code related matters.

· Conducts field investigations of potential violations; gathers evidence; interviews complainants, witnesses and property owners; compares facts to code requirements; makes findings; issues warnings, correction notices, or notices of violation. 

· Meets with owners, tenants, contractors, developers, businesses, etc. to review and explain code requirements and violations or potential violations; follows up with responsible parties to ensure code compliance.

· Drafts and distributes a variety of correspondence, memoranda, notices, flyers, brochures, media releases, and reports relating to code enforcement issues and actions.

· Provides information to people who request information or assistance in code enforcement related matters.

· Performs data entry into City databases and maintains a variety of records related to inspection and enforcement activities. 

· Prepares recommendations for amendments and additions to codes or regulations.

· Coordinates efforts with Planning and Community Development,  Police, Transportation, Parks, Utilities, and related departments, the City Attorney’s Office, and other staff or agencies, as needed.

· Reviews cases being prepared for the Hearing  Examiner with emphasis on the evidentiary and legal issues crucial to successful prosecution. Prepares detailed  staff reports of activities and investigations for presentation at hearings, including photographs and other exhibits; consults with the Legal Planner or assistant City Attorney in preparation for hearings; testifies in court.

Qualifications

· Graduation from an accredited four-year college or university.

· Three or more years of professional related experience in code enforcement, inspection, or other related field.  

· Or any equivalent combination of education, experience, and training that provides the required knowledge, skills, and abilities.  Persons with police, public safety, construction or real estate backgrounds should consider applying.

Physical Demands

· The physical demands and work environment described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

· Work involves walking, talking, hearing, using hands to handle, feel or operate objects, tools, or controls and reach with hands and arms.  Vision abilities required by this job include close vision and the ability to adjust focus.

· The employee may be required to push, pull, lift, and/or carry up to 40 pounds.

· The noise level in the work environment is usually moderately quiet while in the office and moderately loud when in the field.

· Work involves walking, talking, hearing, using hands to handle, feel or operate objects, tools, or controls, and reaching with hands and arms.  Vision abilities required by this job include close vision, distance vision, peripheral vision, depth perception, and the ability to adjust focus.

· Work may routinely require the employee to climb, balance, bend, stoop, kneel, crouch, and/or crawl.

· The employee may be required to work in outside weather conditions, in wet and/or humid conditions, in high, precarious places, near moving mechanical parts, near fumes, airborne particles, and/or toxic or caustic chemicals, or near risk of electrical shock and/or vibration.

· The employee must be able to operate a City car safely.

Definition of a 1040

There is no specific end date for employees in this status. Therefore, working in this status can be on going for as long as required by business necessity. However, employees in this status cannot work more than 1,040 hours per calendar year, from January 1 to December 31.
· On-Going Work of the City - Hired to work a maximum of 20 hours or fewer per week on an on-going basis, as long as 1,040 hours within a 12-month period of time are not exceeded. 

· On-Call – Hired to work on a substitute or on-call basis with no guaranteed minimum hours of work, as long as 1,040 hours within a 12-month period of time are not exceeded. 

· Combination Jobs - Can be hired to fill a combination of jobs as long as 20 hours per week or 1,040 hours within a 12-month period of time are not exceeded. 

· Periods of Full Time - Can be assigned to work more than 20 hours per week up to full time on a temporary basis without transforming the assignment to a benefited position, as long 1,040 hours within a 12-month period of time are not exceeded. 

· If the employee exceeds working 1,040 hours within a 12-month period of time in any capacity described above, the employee must be off payroll until January 1 of the new year. 

· Must be hired through the Informal Selection Process. 

· At-will for the duration of the 1040 Part Time status.

 How To Apply

Click here for an application or you may downloaded the application from the Temporary Jobs webpage or one can be picked up at the Service First Desk located on the main floor of City Hall: 450 – 110th Ave NE, Bellevue, WA  98004.
Send completed applications with resume, if desired to: 

City of Bellevue

Development Services
Attn: Tom Campbell, Code Compliance Supervisor
P.O. Box 90012

Bellevue, WA 98009

For more information, contact Tom Campbell at 425-452-6985 or tcampbell@bellevuewa.gov .
