	
	

	[image: image2.jpg]



	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



Utility Inspector
	Job Title:
	Utility Inspector
	FLSA Status:
	

	Department:
	
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

The Utility Inspector is responsible for various inspections for various divisions and departments, ensuring compliance with City code.
Essential Duties and Responsibilities

This list of duties and responsibilities is not all-inclusive and may be expanded to include other duties and responsibilities, as management may deem necessary from time to time.

1. Performs sump pump inspections and re-inspections on all residences within the City, ensuring compliance with City code; creates and updates documentation of inspection, including correction orders and resolution record.
2. Performs RPZ (Reduced Pressure Zone) device testing for businesses, annually, according to State Plumbing Code; maintains records of testing results and any necessary rebuilds of RPZ.
3. Coordinates the City’s Energy Rebate Program, visiting businesses and residents to determine applicable energy rebates and assisting with application process and supporting documents needed.
4. Performs energy audits, at homeowner’s request, to determine specific ways to reduce utility usage; produces a written report for the homeowner.
5. Performs construction related inspections including but not limited to, areas of plumbing, mechanical systems, structural elements, fire rated assemblies, handicap accessibility, radon and energy conservation.
6. Creates and implements various tracking programs (i.e. FOG – fats/oils/grease; sand/flammable waste) to ensure code compliance; inspects applicable businesses, documents findings and issues correction orders where necessary.
7. Performs field inspections for planning division and engineering departments related to site plan compliance.

8. Responds to residential and commercial property owner’s inquiries by phone, e-mail or in-person; creates and updates information made available to the public.

9. Performs all other related duties as requested or assigned.

Qualifications

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience

· High School Diploma or G.E.D. 

· State certified Energy Auditor

· Five years of work experience in construction trades

· Similar inspection experience in a municipality with three years of code enforcement as a certified building inspector

Other required Knowledge, Skills, and Abilities

· Valid Driver’s License 

· Professional, timely and effective responsiveness when interacting with the public
Physical Demands

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to talk or hear. The employee frequently is required to stand, walk, bend, stoop, reach, push, pull, grasp, and climb while at construction sites. The employee may occasionally lift and/or move up to 50 pounds. Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.

Work Environment

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee visits various residential and business sites, and is exposed to confines of buildings.  The employee also drives to and from the field sites and office.

	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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