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• Operate modern office equipment including personal computer equipment using

standard or customized software application programs appropriate to assigned

tasks.

• Use tact, initiative, prudence, and independent judgment within general policy,

procedural, and legal guidelines.

• Establish, maintain, and foster positive and effective working relationships with

those contacted in the course of work.

SPECIAL REQUIREMENTS 

• Valid driver's license.

• ICC certification as Building Inspector upon hire date.

EDUCATION AND EXPERIENCE 

High school diploma or GED and five (5) years in building inspection, permitting or plans 
examining. 

COMPETENCIES 

Foundational 

• Use Technical/Functional Expertise: Displays an appropriate depth of knowledge
and skills as required for the position and commensurate with the time in class.
Uses technology as appropriate for the position. Seeks additional knowledge and
information to continually enhance knowledge in areas of specialty.

• Be Accountable for Performance: Actively shows responsibility, reliability, and
trustworthiness. Ensures work and information are complete and accurate. Admits
mistakes and looks for ways to improve. Models self as dependable and reliable.
Follows up with others to ensure agreements and commitments have been fulfilled.
Values the importance of team and organizational success. Independently takes
action to influence events, to improve own or organizational performance and to
promote the goals of the organization.

• Provide Excellent Customer Service: Anticipates, assesses, and responds
effectively to the needs of diverse customers, both internal and external, providing
consistently excellent service that is timely, accurate, courteous, and respectful.

• Communicate Effectively: Uses verbal and written skills effectively to ensure that
information is successfully shared throughout the organization. Relates well to a
range of people. Shows sensitivity to the needs of others. Demonstrates ability to
build rapport and facilitates mutual understanding.

• Work Safely: Knowledge and application of relevant safety requirements that apply
to the specific work being done. Recognizes and mitigates safety hazards on the
job. Observes rules and regulations to comply with personal and workplace safety
standards. Works to create a hazard-free, accident-free environment.
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