
�\ J::b,villageof _r t/atl

V«R...fll'ooa • 

Job Description - Exhibit A 

Position Title: Commercial/Residential Building Code Enforcement Officer 

Scheduled Work Hours/Days: Part Time Monday through Friday I 0:00AM - 4:00PM 

Reports To: Mayor and Building Manager 

Location: Building Department 

Pay Scale: $27 per hour 

Special Requirements: The position will be subject to a review three months after 

commencement 

Roles and Responsibilities: 

Conduct Commercial/residential property maintenance inspections, ensuring 

compliance with housing codes and related ordinances, and preparing detailed 

inspection reports while maintaining accurate records. 

Perform field inspections on Commercial/residential properties, assessing the 

condition of Interiors/exteriors, including roofs, chimneys, gutters, downspouts, 

foundations, windows, siding, steps, sidewalks, driveways, and landscaping. 

Issue notices of code violations to property owners who are out of compliance and 

provide information on available resources to assist with necessary repairs. 

Notify supervisory staff of any hazardous or deteriorating conditions that require 

immediate attention. 

Respond to inquiries from property owners, potential buyers, tenants, real estate 

agents, contractors, and the general public regarding the inspection process. 

Prepare inspection reports and maintain thorough records of all inspections 

conducted. 

Perform other related duties as assigned. 

Perform Point of sale inspection. 

Village of Oakwood is an equal opporrunity employer. All applicants will be cons,dered for employment w11hou1 auennon 10 race, color; rehg,on. 
sex, sexual onentallon. gender idenmy. na11onal ong,n, veteran or dzsabduy status. Reasonable accommoda11ons for d1sab1l111es will be made. 

Employment wuh Village of Oakwood 1s a1-w11/ This means your employment 1s for an indefinite penod of 11me and it 1s subject 10 1ermina11on by 
the employte or Village of Oakwood. wuh or wuhout cause, w11h or w11hou1 nonce, and aJ any nme. 11:olhing in 1h1s policy or any other policy of 

Village of Oakwood shall be interpreted 10 be in conjl1c1 wuh or 10 eliminate or modify many way, the at-will employmeltl status of Village of 
Oakwood employees. 
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