
JOB DESCRIPTION: Zoning Officer, Code Enforcement Officer and Administrative  
 
 

JOB TITLE Code Enforcement Officer 
 
DEPARTMENT Administration  
 
SCHEDULE  Varies 
 
DESCRIPTION OF WORK  
 
General Statement of Duties:  
This is a highly responsible Full-time position involving the enforcement of all building and property use 

codes, as required. The employee in this position is responsible for conducting inspections in the 

Township as assigned by the Township Manager for possible code violations, and submitting monthly 

reports to the Board of Supervisors.   

Supervision Received:  
Works under the supervision of the Township Manager.   
 
 
TYPICAL DUTIES PERFORMED  
The listed examples may not include all duties performed by the person in this position. Duties may vary from time to time and 

are at the discretion of the Township Manager and / or Supervisors. All requirements are subject to possible modification to 

reasonably accommodate an individual with a disability. 

 
RECEPTION AND CUSTOMER SERVICE; PROVIDES CUSTOMER SERVICE EFFECTIVELY AND EFFICIENTLY 
TO CITIZENS OF SOUTH LONDONDERRY TOWNSHIP AND OTHER CONSTITUENTS.  
 
Receives requests, complaints and information from the public, Township staff, and elected officials and 
conducts investigations of potential code violations. 
 
Conduct field investigations; inspect properties for violations; attempt to make contact at the residence 
or business in order to resolve violation; issue and post warning notices, notices of violation, corrective 
notices, orders to comply, and related documentation for code violations; schedule and perform all 
follow-up functions to gain compliance including letters, inspections, calls, meetings, discussions, and 
negotiations to ensure compliance with appropriate codes and ordinances. 
 
Perform a variety of field and office work in support of the Township’s local code enforcement program; 
enforce compliance with Township regulations and ordinances including those pertaining to zoning, land 
use, nuisance housing, building codes, health and safety, and other matters of public concern. 
 
Prepare evidence in support of legal actions taken by the Township; appear in court as necessary; testify 
at hearings and in court proceedings as required. 
 



Maintain accurate documentation and case files on all investigations, inspections, enforcement actions, 
and other job related activities including accurate and detailed information regarding code enforcement 
activity to substantiate violations; draw diagrams and illustrations and take photographs. 
 
Prepare a variety of written reports, memos, and correspondence related to enforcement activities. 
 
Attend meetings and serve as a resource to other Township departments, divisions, the general public, 
and outside agencies in the enforcement of zoning regulations; provide research and documentation for 
meetings; interpret and explain municipal codes and ordinances to members of the general public, 
contractors, business owners, and other interested groups in the field, over the counter, and on the 
telephone. 
 
May assist in researching, drafting, and rewriting municipal codes; participate in the development of 
forms and processes utilized to address various issues. 
 
Documents violations or potential violations of Township Ordinances with photos, video, written notes, 
and written reports.   
 
Composes correspondence, reports, inspection reports, memos, and letters. 

Maintains and files records in accordance with the records retention policy.  This includes scanning and 

saving documents electronically in the correct format. 

Processes liens, prepares citations, and initiates other legal action as necessary. 

Issues citations to persons found in violation of Township ordinances, appearing at the District 

Magistrate's office on behalf of the Township. 

Attends trainings as necessary to stay current with job duties and regulations. 

Prepares information in response to Right-to-Know requests. 

Maintains satisfactory relations with the public, presenting a neat, pleasant appearance in dealing with 

residents and others. 

Other duties as assigned. 

 

WORKING CONDITIONS: 
 
Environment 
 
Indoor and outdoor environments; work alone; travel from site to site; incumbents may be exposed to 
noise, dust, inclement weather conditions, and potentially hostile environments.  
 
Physical Demands 
 



Negotiate rough terrain, ladders, etc.  
Negotiate stairs, attics, small spaces 
Conduct visual inspections & evaluations  
Use protective clothing and gear  
Legally operate a motor vehicle.   
 
Tools and Equipment Used  
 
Personal Computer, Township vehicle, fax machine, copy machine, camera, protective clothing and gear 
 
Basic Qualifications 
 
High School Diploma or equivalent and: 
 
Ability to:  
 
Independently perform a full range of municipal code enforcement and compliance duties.  
 
Interpret and apply applicable codes, ordinances, and regulations related to zoning, nuisance 
abatement, and health and safety issues.  
 
Inspect and identify violations of applicable codes and ordinances.  
 
Enforce pertinent codes, ordinances, laws, and regulations with impartiality and efficiency.  
 
Respond to inquiries, complaints, and requests for service in a fair, tactful, and firm manner.  
 
Investigate complaints and mediate resolutions in a timely and tactful manner. Prepare accurate and 
detailed documentation of investigation findings.  
 
Maintain complex logs, records, and files.  
 
Research, compile, and collect data.  
 
Prepare clear and concise technical reports.  
 
Make oral presentations and testify in court Work independently in the absence of supervision.  
 
Read and interpret legal documents and descriptions. 
  
Understand and follow oral and written instructions.  
 
Type and enter data accurately at a speed necessary for successful job performance.  
 
Communicate clearly and concisely, both orally and in writing.  
 
Establish and maintain effective working relationships with those contacted in the course of work. 
 



 

Knowledge of: 

Operations, services, and activities of a municipal code compliance program.  

Pertinent codes, ordinances, laws, and regulations pertaining to zoning, nuisance abatement, property 

maintenance, building, health and safety, and related areas.  

Procedures involved in the enforcement of codes and regulations including methods and techniques of 

conducting and documenting field investigations.  

Legal actions applicable to code enforcement compliance.  

Principles and procedures of record keeping.  

Methods and techniques of business correspondence and technical report preparation.  

Occupational hazards and standard safety practices 


