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NATURE OF WORK

This is specialized technical and clerical work assigning and recording
bui | di ng construction, |andscaping, occupational license, electric waiver and
general inspections related to the enforcement of the County's Building
Construction Codes.

An enployee in this position perfornms work of a specialized nature
requiring continuous public contact. Wrk involves scheduling field inspections
(building, electrical, nechanical and plunbing) of residential and conmercia
construction at predeterm ned stages of construction and recording inspection
results. Duties also include advising customers and answering questions
regardi ng County procedures to ensure all proper sub-pernits are pulled and that
i nspections proceed sequentially. Contractors, devel opers, owner builders and
field inspectors rely on the Inspection Schedulers to ensure all requirenents
have been nmet prior to the issuance of Certificates of Occupancy, Certificates
of Compl etion, substantial conpletions (shell buildings only) and Electrica
Power Rel eases. Wrk is performed under the supervision of the |nspections
Schedul er Supervisor and is reviewed for adherence to County and departnenta
procedures.

EXAMPLES OF WORK

Recei ves requests fromcontractors, fieldinspectors (building, electrical,
mechani cal , plumbi ng and | andscapi ng) and the general public for inspections of
residential and conmercial properties.

Recei ves requests from new business owners for occupational 1|icense
i nspecti ons.

Assi sts custonmers by reviewi ng construction histories (residential and
comercial) to ensure all required inspections are performed in accordance with
Bui | di ng Construction Codes.

Revi ews conputer data to ensure permt description, subdivision and
i nspection areas are correct; alerts supervisor to any problens.

Col l ates Certificate of Occupancy histories prior totransferring histories
to records.

Di spatches radi o communi cations to field inspectors.

Locates inspection area on County map by section, township and range for
occupational |icense inspections.

Separates and col | ates copies of Certificates of Occupancy for the Schoo
Board, utility conpani es and Records Section.

Communi cates with <chief and field inspectors regarding inspection
histories, results, |location of job sites and other pertinent information.

Mai ntai ns records of scheduled inspections and inspection results via
conput er.

Notifies the proper utility conpany of el ectrical power rel eases i ncl udi ng
energency service changes, electric waivers and general electric inspections.

Perfornms related work as required.
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REQUI RED KNOW EDGE, SKILLS AND ABILITIES - CONT' D

Sonme know edge of construction terninology and inspection procedures.

Sonme know edge of buil ding, nechanical, electrical and plunbing Building
Codes.

Sone knowl edge of the Pal m Beach County geographic area.

Skill in basic problem solving.

Ability to establish and maintain effective working relationships with the
general public and fell ow enpl oyees.

Ability to operate conputer terninals and/or personal conputers.

Ability to performnultiple tasks at the sane tine.

Ability to provide good custonmer service and to handle irate and/or

i mpati ent custoners.
Ability to operate nulti-line tel ephones.

M NI MUM ENTRANCE REQUI REMENTS

Graduation fromhi gh school or an equival ent recogni zed certification; one
(1) year of custonmer service experience in an office environnent; or any
equi val ent conbi nati on of related training and experience.
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