Part Time Code Enforcement Officer
Job Description

The Part Time Code Enforcement Officer receives and investigates complaints and enforces zoning, signage, blight ordinances, and other nuisance codes. This part-time position normally works up to 29 hours per week and reports to the City Manager. 

Job Duties & Responsibilities
· Investigates all complaints by citizens of alleged violations of codes and ordinances.
· Takes necessary steps to correct problems, including issuing violations where appropriate.
· Regularly circulate through the city to check for violations of codes and ordinances.
· Make appropriate corrective arrangements where violations exit on private property and the owner cannot be contacted or compliance has not been obtained.
· Prepares written reports for each of the above activities, properly documents all evidence and action in a manner appropriate for use in court actions. 

Knowledge and Skills
· Knowledge of city ordinances pertaining to signs, blight, and zoning.
· Reasonable knowledge of the geography of the city.
· Ability to assemble data and to prepare and maintain correspondence, records and reports. 
· Ability to communicate with and work effectively with the public and other employees.

Qualifications
· High School Diploma or equivalent
· Proficient in MS Office, MS Word and other essential city computer programs.
· Valid Driver’s License.
· Previous ordinance enforcement or law enforcement experience preferred.
· Strong organizational skills and communication skills are essential.

COMPENSATION: Salary $28.00/hour

APPLICATION PROCESS: Qualified applicants should email a resume, and cover letter to Clerk Rita Papp. rpapp@carocity.net, Open until filled.

The City of Caro is an Equal Opportunity Employer and does not discriminate against any person because of race, sex, religion, color, national origin, age, ancestry, sexual orientation, disability, gender identity or any other legally protected class under local, state, or federal law.
