EMPLOYEE JOB DESCRIPTION
- CODE ENFORCEMENT OFFICER

JOB TITLE: Township Code Enforcement Officer (non-exempt)

EDUCATION: High School Diploma/GED Equivalent
DIRECTLY ANSWERS TO: Greene Township Board of Supervisors

STARTING WAGE/HR: $17.00

RESPONSIBILITIES:

e Supporting the policy making role of the supervisors by providing them with the information necessary to
thoroughly evaluate available options when problems and issues arise concerning the ordinances of the
township.

e Developing options and even indicating a recommended course of action to remedy problems within the

township.

Implement, control, and enforce the provisions of Greene Township Ordinances.

Explain the details of requirements to applicants and other interested parties.

Maintain records of permit applications and their status.

Give payments to Township Treasurer.

Follow up to see that bills have been paid for applicable applications.

Make periodic checks along all roads in Greene Township to ensure all signs are permitted, properties are free
of solid waste and not in disrepair, and all properties are in compliance with township ordinances.

Offer recommendations to the Board of Supervisors for changes, additions, and clarifications to ordinances.
Write and send applicable letters to violators.

Provide all documentation in the case legal action is required for violations.

Provide monthly report to Board of Supervisors with updates on applications and violations.

Periodically check online short-term rental advertising websites for newly listed or edited properties
pertaining to the Short-Term Rental Ordinance.

e Any other work deemed necessary by the Board of Supervisors

EXPERIENCE REQUIRED:
e  Microsoft Office Programs
e Valid Driver’s License Required
e Enforcement of Local Laws

This job description should not be considered all-inclusive. It is merely a guide of expected duties. The employee understands that
the job description is neither complete, nor permanent and may be modified at any time. At the request of their supervisor, an
employee may be asked to perform additional duties or take on additional responsibilities without notice.

We do not discriminate in employment based on race, religion, sexual orientation, national origin, political affiliation,
disability, age, marital status, medical history, parental status or genetic information.
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