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CIVIL SERVICE COMMISSION
The City of Walla Walla is accepting applications to establish an eligibility list for the position of:

CODE ENFORCEMENT OFFICER

Opening Date:   Monday, August 25, 2014
Salary Range:  $3581-4571/month


Closing Date:  5:00 p.m., Monday, September 22, 2014
BASIC FUNCTION:
Under the direction of the assigned Police Department Sergeant, perform activities related to the administration and implementation of the City's Code Enforcement Program.  Manage field investigations involving violations of the Municipal Code.  Collaborate with residents of a diverse bilingual population to achieve voluntary compliance with Municipal Codes.  When necessary, work with the City Attorney to issue uniform infraction citations and serve as the City's representative in District Court, Superior Court and before the hearings examiner regarding code enforcement issues.
REPRESENTATIVE DUTIES:.

Assist in the development of goals for Code Enforcement Programs that reflect an awareness of private property rights and evaluate effectiveness of work program to accomplish these goals. 

Receive complaints and prioritize magnitude of issues; log in and track complaints on computer; research and make determination of appropriate codes to address complaint; prepare appropriate compliance letters; work closely with a diverse and bilingual citizen population to achieve voluntary compliance whenever possible, following due process procedures; and perform follow up inspections. 

Work with Patrol Officers to develop plans to assist in dealing with code issues at problem houses, businesses and other locations.

Promote, organize and assist neighborhood groups to form cooperative self-help clean-up projects and programs. 

Assist in the construction and operation of a multiple step compliance program including verbal interaction, written notices and infraction citations.
Communicate regularly and work closely with related departments to determine appropriate responsibility for complaints. 

Maintain computerized records and establish sufficient background information to proceed with legal action if necessary. 

Issue infraction citation and complaints, prepare documentation and evidence to support charge in District Court.  Act as City's representative in code enforcement cases in which citations are not issued.  Assist City Attorney in preparing cases where defendants are represented by an attorney.

Knowledge of local, state, federal rules and regulations.  Including individual constitutional rights to effectively and accurately conduct investigations, relay information to citizens and to limit the City’s liability in certain issues.

Operate and maintain portable surveillance equipment to monitor problem areas for graffiti and illegal dumping.
Work with Special Teams Unit to document, log and abate graffiti incidents in accordance with City’s Graffiti Abatement Program.

Prepare and give presentations at public meetings such as Block Watch, Citizens Academy and City Council.

Post properties as uninhabitable when sanitation, life, safety or other appropriate code violations are present that warrant such action.

Attend seminars and meetings and maintain current knowledge of code requirements and related City ordinances.
KNOWLEDGE, SKILLS AND ABILITIES
· Principles and practices of land use regulation, nuisance codes and health and safety standards, particularly in the area of enforcement.

· Inspection, enforcement and research methods, procedures and techniques.

· Report preparation and records maintenance procedures.

· Industry standard computerized enforcement tracking programs/software.

· Oral and written communication skills, including correct English usage, grammar, spelling, punctuation and vocabulary.

· Interpersonal skills using tact, patience and courtesy.

· Health and safety regulations.

· Plan, organize, coordinate and perform field inspections.

· Ensure compliance with Municipal Code and City ordinances.

· Work and communicate effectively with citizens, public officials and co‑workers.

· Resolve conflicts in a positive manner.

· Read, interpret, apply and explain rules, regulations, policies, procedures and codes.

· Work independently with little direction. 

· Organize and maintain accurate computerized and hardcopy records.

· Operate computerized tracking system.

· Photograph enforcement sites.

· Prepare clear and concise correspondence and written materials.

· Prioritize and schedule work to meet schedules and time lines.

· Communicate effectively both verbally and in writing. 

· Analyze situations accurately and adopt an effective course of action. 

· Observe legal and defensive driving practices.

· Work courteously and tactfully with customers and employees.

EDUCATION AND EXPERIENCE
High School graduate or equivalent supplemented with college-level training in planning, code enforcement, communications, public administration, or community development and one year of code enforcement experience.   Associate Degree preferred with one year code enforcement experience.
Consideration may be given to an equivalent combination of education and experience that would provide the necessary knowledge, skills, and abilities to successfully perform the essential functions of the job.  Must be computer literate and possess strong customer service skills.

Bilingual skills in English/Spanish and prior public contact/public relations experience desired.

LICENSES AND OTHER REQUIREMENTS:
 
Valid State driver's license and proof of good driving record.  Must obtain certification as Certified Code Enforcement Officer within one year of appointment.
WORKING CONDITIONS

Walking at site inspections; seeing to perform inspections; hearing and speaking to exchange information; walk for extended periods; lift, stoop and carry objects.   Exposure to various chemicals at inspection sites; fumes, odors, or gases; working on ladders; heights; inspecting dangerous, substandard properties with unknown hazards; interacting with irate citizens and diffusing tense situations.

APPLICATION AND SELECTION PROCEDURE
To be considered for this position a completed City application and resume must be returned by the closing date on the front of this announcement.  Late (including postmarked) or incomplete applications, will not be accepted.

Candidate applications will be reviewed for minimum qualifications and then scored based upon an established matrix of previous employment/work experience and formal education.  The top 10 applicants will be invited to continue in the selection process which will consist of an oral panel interview and a written assignment.  Dates for oral interviews to be determined.  Prior to hiring, candidates will be subject to an extensive background and reference check.   Incumbents will serve a six-month trial service period.

REASONABLE ACCOMMODATION:
The City of Walla Walla will provide reasonable accommodation to handicapped applicants, if requested.  Please notify the Human Resources office at least 5 days prior to the need.

EMPLOYEE BENEFITS
PAID LEAVE:  Employees earn one day of sick leave per month and 14 holidays per year.  Vacation is initially accrued at the rate of 10 days per year with increases at regular intervals based on length of service.  

RETIREMENT:  All regular City employees are mandatory members of the State of Washington Public Employee's Retirement System (PERS) or Law Enforcement Officers and Fire Fighters (LEOFF).  Employees and the City jointly contribute to the plans.  All City employees (with the exception of LEOFF employees) are also covered by Social Security.

GROUP INSURANCE:  The City offers medical, dental, vision and life insurance plans to employees and their eligible dependents.  


EMPLOYMENT
HOURS OF WORK: 
Monday-Friday

8 am – 5 pm
May occasionally need to be available in the evening or on the weekend.
UNION AFFILIATION:  This position is covered by AFSCME Local 1191-W contract provisions and requires union membership, dues, or payment of equivalent service fees.  If hired, you will be apprised of any union security provision.

TRIAL SERVICE PERIOD:  Regular status is subject to successful completion of a six-month trial service period.
NOTE:  The provisions of this bulletin do not constitute an expressed or implied contract.  Any provision contained herein may be modified and/or revoked without notice.
EQUAL OPPORTUNITY EMPLOYER / AMERICANS WITH DISABILITIES ACT EMPLOYER

THE CITY OF WALLA WALLA DOES NOT DISCRIMINATE ON THE BASIS OF RACE, COLOR, NATIONAL ORIGIN, GENDER, SEXUAL ORIENTATION, RELIGION, AGE OR DISABILITY IN EMPLOYMENT OR THE PROVISION OF SERVICES.

MINORITIES AND WOMEN ARE ENCOURAGED TO APPLY.


