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TITLE:  Permit Technician- Grade 13
CD/6
DEPARTMENT:  Franklin Southampton Community Development, City of Franklin
JOB SUMMARY:  This is a shared service position with Southampton County per the Memorandum of Understanding (MOU) dated November 26, 2012. This position is responsible for receiving, researching, and processing requests for all development and land use activities regulated by the Department of Community Development and the Virginia Statewide Building Code, including but not limited to zoning, building, electrical, plumbing, land disturbance, and mechanical permits.
MAJOR DUTIES:

o
Receives permit requests and applications and reviews for completeness; explains procedures and policies regarding the issuance of permits to contractors, home owners, and others.

o
Determines necessary information and appropriate sources for accurate information needed to process the permit application; conducts research to determine if requests meet appropriate regulations, ordinances, codes, laws, and specifications; reviews blueprints to ensure completeness; researches contractor information and ensures contractors are properly licensed; determines if permit requests meet all regulations, policies, and codes; explains permit denials to applicants.

o
Computes permit fees and prepares voucher/receipt for treasures office for permit issuance.

o
Maintains records and documentation for processed permits; maintains reference sources, records, documents, and other sources of information for the purpose of researching permit requests; prepares summaries and reports of permits issued.

o
Collects information and compiles data for processing appeals, variances, administrative reviews, and conditional use permits.
o
Prepares certificates of occupancy, agendas, and minutes for the City of Franklin’s Board of Zoning Appeals, Beautification Commission and the Building Code Board of Appeals which may require occasional attendance of meetings work after normal operating hours.

o
Assists with the preparation of the City of Franklin’s Litter Control Grant, the Tree City USA Certification, and the Arbor Day celebration.

o
Educates homeowners on the importance of hiring licensed contractors.

o
Performs a variety of clerical and administrative support duties for the department to include typing letters, reports, and correspondence; maintains, copies, and distributes information; answers phones and directs callers to appropriate staff.

o
Takes requests for and schedules inspections; provides information, applications, and brochures as requested.
o
Performs other related duties as assigned.

KNOWLEDGE REQUIRED BY THE POSITION:


o
Knowledge of the methods, materials, and equipment used to research real estate, 



building and tax information.

o
Knowledge of the requirements for building permits.

o
Knowledge of personal computers used in word processing, spread sheet development, 



and internet research.

o
Skill in the preparation of correspondence and reports.

o
Skill in the provision of services to visitors and callers.


o
Skill in oral and written communication.

o
Skill in the operation of a two-way radio system.


o
Skill in the interpretation of blueprints, specifications, codes, and real estate maps.

SUPERVISORY CONTROLS:  The Community Development Director assigns work in terms of general instructions. The Administrative Assistant supervises the day to day activities. The Deputy Director and Director spot-checks completed work for compliance with procedures, accuracy, and the nature and propriety of the final results.
GUIDELINES:  Guidelines include department rules and policies. These guidelines are generally clear and specific, but may require some interpretation in application.
COMPLEXITY:  The work consists of related technical duties. Strict regulations contribute to the complexity of the position.
SCOPE AND EFFECT:  The purpose of this position is to perform technical duties in the processing of permit applications.  Successful performance contributes to the efficiency of department operations.
PERSONAL CONTACTS:  Contacts are typically with co-workers, land owners, contractors, and members of the general public.
PURPOSE OF CONTACTS:  Contacts are typically to give or exchange information, resolve problems, and provide services.
PHYSICAL DEMANDS:  The work is typically performed while sitting at a desk or table or while intermittently sitting, standing, or stooping. The employee occasionally lifts light objects.
WORK ENVIRONMENT:  The work is typically performed in an office. Appropriate office attire is expected.
SUPERVISORY AND MANAGEMENT RESPONSIBILITY:  None.
MINIMUM QUALIFICATIONS:

· Ability to read, write and perform mathematical calculations at a level commonly associated with the completion of high school or equivalent.

· Sufficient experience to understand the basic principles relevant to the major duties of the position, usually associated with the completion of an apprenticeship/internship or having had a similar position for one to two years. 

· Ability to obtain certification within 18 months from the date of the Virginia Code Academy course as a Permit Technician offered by the Virginia Department of Housing and Community Development. 

