03650


Zoning Compliance Supervisor 








 

Grade: 8 


FLSA: Exempt

Date:
12/22

Job Summary:  Zoning Manager for the Inspections and Compliance Division. Enforces all      St. Mary’s County Codes related to zoning and property maintenance. Responsible for daily staff assignments and professional training.    


Essential Functions:
1. Enforces the provisions of the Comprehensive Zoning Ordinance; Subdivision Ordinance; Stormwater Management, Grading, Erosion, and Sediment Control Ordinance; Property Maintenance Ordinance; and Minimum Livability Code, among others.  

2. Is responsible for training, supervision, and evaluating staff of the Inspections and Compliance Services Division.  

3. Makes daily assignments to the Zoning Inspectors for new construction inspections and inquiries of possible code violations. 
4. Tracks the elapsed time for correcting zoning violations to ensure compliance. Reviews correspondence describing violations for accuracy. 
5. Monitors the timelines for required periodic inspections, such as for single- family residential stormwater practices, commercial stormwater facilities, and critical area planting agreements to ensure compliance.

6. Is the County liaison with qualified building inspectors. Ensures inspection reports from qualified building inspectors are properly archived in the County’s database. 
7. Assists the County Attorney is preparing amendments to the St. Mary’s County Building Code.  
8. Is staff representative to boards and commissions related to building and code enforcement appointed by the Commissioners of St. Mary’s County. 

9. Is the lead person for the Department on the County Damage Assessment Team.
10. Performs other duties as assigned.


Required Knowledge, Skills, and Abilities:  

1. Ability to operate relevant computer systems.
2. Ability to gain thorough knowledge of St. Mary’s County Government policies and procedures;

3. Ability to act as a representative of St. Mary’s County Government to the public;

4. Expert knowledge of department practices and procedures;

5. Expert knowledge of relevant Federal, State, and Local regulations regarding code administration:
6. Ability to effectively communicate with other staff members and to coordinate, advise, and work with other professionals;
7. Ability to review and analyze existing information and make informed and sound decisions; ability to use available resources to research information;

8. Ability to keep accurate records;

Education and Experience: 

1. Bachelor’s Degree or associate degree; 
2. Three or more years of relevant job-related experience;

3. Or equivalent technical training, education, and/or experience.

Additional Requirements:

Physical and Environmental Conditions: 

Work requires light physical effort in the handling of light materials or boxes and tools or equipment in non-strenuous work positions up to 30 pounds and/or continual standing or walking 60%+ of the time.

Work environment involves everyday risks or discomforts which require normal safety precautions typical of such places as offices or meeting rooms, e.g., use of safe workplace practices with office equipment, and/or avoidance of trips and falls. 


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

Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions of this job.

I certify that this is an accurate statement of the essential functions and responsibilities of this position.
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