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POSITION DESCRIPTION

Title

Code Enforcement Officer Department Administration

Reports To

City Manager Status Non-Exempt

Summary

The Code Enforcement Officer is responsible for performing a variety of technical
duties in support of the City’s local code enforcement program, including the
monitoring and enforcement of all applicable ordinances, codes, and regulations
related to zoning, land use, signs, trees, nuisance conditions, other matters of
public concern and all other ordinances adopted and/or enforced by the City. The
Code Enforcement Officer serves as a resource to provide information on City

regulations to property owners, residents, businesses, the public, and other City
departments.

Employee
Expectations

All team members of the City of Guyton are expected to work diligently and

collaboratively in furthering the goals and objectives that serve the city of Guyton
and its residents, businesses and guests.

Position
Requirements &
Qualifications

®= High School diploma or equivalent required.

* Supplemented by specialized courses/training equivalent to completion of one
year of college. -

Supplemented by five (5) years previous experience in general office

operations, any equivalent combination of education, training, and experience

which provides the requisite knowledge, skills, and abilities for this job.

Experience with city ordinances, regulations, policies, and procedures preferred.

= Proficiency in Microsoft Office and Google suite of tools required.

Must possess and maintain a valid Georgia driver’s license.

® Must possess GACE Certifications.

® Must pass drug screening and background check.

Essential Job
Responsibilities

Receptionist Responsibilities

* Enforces compliance with City regulations and ordinances pertaining to zoning,
land use, and nuisance conditions.

® Proactively patrols the City to identify and evaluate problem areas and/or

ordinance violations; conducts property inspections, including City property,

and determines the proper method to resolve violations; conducts field

investigations to include contacting and interviewing alleged violators,

complainants, and witnesses.

Receives and responds to citizen complaints and reports from other agencies

and departments on alleged violations of municipal codes and ordinances as
well as State regulations.
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Schedules and performs all follow-up functions to gain compliance including ]
letters, inspections, calls, meetings, discussions, and negotiations to ensure
compliance with appropriate codes and ordinances; prepares requests for legal
action.

Issues and posts notices of violation, and/or stop work notices; prepares related
documentation; and assists all parties involved in achieving compliance.
Compiles evidence in support of legal actions taken by the City; appears in court
as needed; and testifies in court proceedings as required.

Prepares a variety of written reports, memos, and correspondence related to
code enforcement activities.

Ensures that all code enforcement case files are completed in a timely manner
with proper follow through for all commenced violations.

Attends enforcement training, meetings, and workshops as directed.

= Performs related work as assigned.

Traits & * Maintains exceptionally high standards of integrity and confidentiality.
Distinguishing * Takes ownership of work and demonstrates willingness to accept responsibility
Characteristics for decisions ar.1d actions . ’ o .
* Seeks and receives feedback graciously and with a dedication to continuous
improvement.

Demonstrates commitment to quality in every task performed.

Physical Demands | The physical demands 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.

® Much of the work of this position is completed while in a vehicle/field and may
require extended periods of sitting and standing.

Frequently includes traveling to various locations and facilities throughout the
City and ability to navigate mobility within a variety of environments.
Occasionally includes reaching above shoulder heights, below the waist or
lifting objects weighing up to 50 pounds at a time.
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