
BUILDINGANDPLANNINGDIVISIONMANAGER

Classification 375
FLSA Exempt
EEOC 2

GENERALSTATEMENT OFDUTIES
Undergeneraldirectiontoplan organize direct andmanagetheCounty sBuildingCodesand
PlanningPrograms Determinesprogramprioritiesanddevelopsandrecommendspoliciesand
procedurestoadministerprogramsandordinances

SUPERVISIONRECEIVED
Worksunder thegeneralsupervisionofthePublicWorksDirector whoestablishesgoalsand
reviewstheresultsobtainedthroughtheanalysisofreportsandconferences

SUPERVISIONEXERCISED

Exercisesfullsupervisionoverprofessionalandtechnical staffinthePlanningandBuilding
InspectionPrograms Participatesintheselectionofnewpersonnel providesfortraining
evaluatesperformance respondstogrievances andrecommendspersonnel transactions

EXAMPLESOFDUTIES Dutiesmayinclude butarenotlimitedtothefollowing
1 Createsandcontrolsanannualandsupplementalbudgetforthebuildingandplanning

division Forecastsandmonitorsrevenues andexpendituresandpreparesfinancialreports to
presenttotheDirectorofPublic Works

2 Managesthecountyslongrangeandcurrentplanningprograms includingbutnot
limitedtotheevaluationofproposedmodificationsregardingallelementsofthe
comprehensiveplan supportingdocuments andordinances

3 Managescity countyandspecialdistrictcoordinationprogramsandcoordinatesplanning
activitieswithotherentitiesincludinginternalandexternaldepartmentsandagencies

4 ServesasBuildingOfficial underOregonRevisedStatutes ORS455150 withthe
responsibilityforadministrationandenforcementofthe StateBuildingCodesinMarion
County

5 Responsiblefortheplanning organizing directing staffingandcontrollingofthe
buildingcodesprogramresponsibilitiesincludethe administrationandenforcementofthe
variouscodesregulatingconstruction useoroccupancyofallbuildingandstructures
withinthejurisdiction Retainsfinalauthorityonenforcement issuesandcode
interpretations

6 DevelopsandmaintainstheBuildingInspectionProgramoperatingplansasrequiredin
ORS455150



BUILDINGANDPLANNINGDIVISIONMANAGER 375
Page2

7 Supervisesthepreparationofpresentations andrecommendationstotheHearings
Officer PlanningCommissionandortheBoardofCommissionersforcomplexlanduse
decisions comprehensiveplanningandzonechanges

8 Evaluatesandapproves asneeded writtenreportsconcerningzoningandsubdivision
applicationsormodificationstoimplementingordinances assessesconsistencyor
proposalsinrelationtocomprehensiveplanpolicy

9 Explainsthecountylanduseandpermitprocess tothepublic assiststhepublicin
applicationformcompletion andrefersthepublicasappropriatetootheragencies

10 Reviewsandcommentsonproposedlanduseandbuildingrelated legislationanddrafts
stateadministrative rules Reviewsanddevelopsspecialreportsrelatedtoplanningand
buildingcodeprograms

11 Representsthedepartmentandcountyatmeetingswithcitizens commissions
governmentagencies andorganizations

12 Activelyparticipatesonthepublicworksleadershipteam engagesinshort termand
long termplanningforthedepartment actsinthecapacityofthedepartmentdirectoras
requested

RECRUITINGREQUIREMENTS
KNOWLEDGE SKILLANDABILITY

Knowledgeof applicablefederal state andlocallawsandordinances policies planning land
managementandplanningtools buildingconstruction materialsandmethods county andstate
buildingandzoninglaws andcodes andbuildingconstructionterminologyandtechniques

Skillsandtechniques strongverbalandwrittenskills skillsincommunicatingeffectivelyboth
verballyandinwriting establishingandmaintainingeffectiveworking relationshipswithother
departments appointingandsupervisingtechnicalandprofessionalstaff members carryingout
programsinplanningandbuildingcodes preparingandsupervisingthe preparationoforaland
writtenpresentations andorrecommendationstolandmanagementcommissionsandagencies
andthepublic coordinateprograms andtheuseandinterpretationoftechnical skillsrelatingto
surveys statisticaldata analysis procedural administrativeandprogrammaticstudies

Abilityto readandinterpretblueprints permits orders ordinances andlegal documents
relatingtolanduse detectstructural firelifesafetyandotherviolations readandinterpretplans
andspecificationsandcomparethemwithconstructioninprogress plan assignandreviewthe
workofothers workeffectivelywithdiverseagencies otheremployeesandthegeneralpublic
analyzeandevaluatetheimplicationsofplansandrelatedtechnicaldocuments develop
recommendations useand interpretstatisticalandothernumericdata anduseappropriate
softwarespecificallyrelating toplanningandgeneralofficeoperations

MentalandPhysicalRequirements mentalactivitiesrequiredincludefrequentdecisionmaking
interpersonalskills presentations problemanalysis customerservice trainingandsupervising
andcontinualspeaking reading writingandunderstandingEnglish performbasicandadvanced
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math basicprogrammingandindependentjudgmentandorindependentaction Physical
activitiesrequiredincludefrequentstanding repetitivemotionsofhandswrists walking
fingering sittingandcontinual talking hearingandhandling Mustbeabletolift push carryor
pullupto20pounds

EXPERIENCEANDTRAINING
1 Bachelorsdegreeinbusiness management socialsciences planning resource

ANDmanagementorothercloselyrelatedfield

2 Five 5 yearsofincreasinglyresponsibleexperiencerelatedtobuildinginspectionor
managementexperienceinlanduseplanningwhichincludesatleasttwoyearsof

ORsupervisoryexperience

3 Anysatisfactoryequivalentcombinationofeducation trainingandorexperiencerelevant
totheposition

NECESSARYSPECIALREQUIREMENTS

1 Mustpossess orobtainwithin30daysofhire aclassCOregondriverslicense Must
possess attimeofhire andmaintainanacceptabledriversrecord

2 PossessionofStateofOregonBuildingOfficialcertification

Adopted 699
Revised 102 208 409 611 612
Retitled 409 412


