

City of Villa Rica 		Class Specifications

Job Title:	Licensing and Permitting Specialist

Job Summary: This position is responsible for coordinating and implementing the City permit process.  The work involves a variety of routine clerical and administrative duties that support the day-to-day operations of the Community Development Department. 

Major Duties:
· Assists citizens on matters concerning zoning and variance procedures and requirements;
· Serves as secretary for the Planning Commission; assembles reports, case files, maps and information for the agenda and Commission packets; attends meetings, takes notes and minutes at meetings;
· Advertises public hearings that are schedule to be heard at the Planning Commission meeting;
· Receives and processes building, electrical, HVAC, and plumbing permits, business and alcohol licenses, rezoning variances, and land applications, checking for completeness; schedules pre-application meetings, as required; assigns issue date, routes to appropriate teams for review, and monitors for status; notifies customer of target date of permit issuance; 
· Traces and monitors the plan review process; calculates permit fees for applicants;
· Receives visitors, schedules appointments, and receives calls for information requests, directing caller or relaying information to the appropriate party; may open, sort and distribute mail;
· Composes a variety of letters, memoranda, instructions and other documents on own initiative or from brief notes or verbal instructions;
· Maintains records, files and applications as necessary; 
· Performs other related duties as required.

Knowledge Required by the Position:
· Knowledge of maintaining zoning and permitting files;
· Knowledge of basic office skills, practices and procedures, including filing and 
general clerical functions;
· Knowledge of rules, regulations and ordinances pertaining to business licensing;
· Knowledge of business and general accounting principles;
· Skill in operating modern office equipment;
· Ability to establish and maintain effective working relationships with department personnel, City officials and coworkers;
· Ability to schedule, organize, and execute assigned tasks;
· Ability to understand and follow oral and written instructions;
· Ability to obtain information from other agencies related to the lawful operation of businesses;
· Ability to communicate, meet and deal with the public and employees in a pleasant, courteous manner;
· Ability to handle multiple interruptions and adjustments to priorities on a daily basis;
· Ability to accurately record and transfer data from one source to another and maintain strict confidentiality.


Supervisory Controls:  The Planning and Zoning Manager assigns work in terms of department goals and objectives.  
		
Guidelines:  Guidelines include City and departmental policies and procedures, City zoning ordinances, the Unified Development Code, and the Official Code of Georgia Annotated. Guidelines are clear, but require sound judgment and interpretation.

Complexity:  The work consists of a variety of clerical and administrative duties. 

Scope and Effect: The purpose of this position is to coordinate and implement activities related to the issuance of lawful permits and assists in duties related to planning and zoning.

Personal Contacts: Contacts are typically with co-workers, builders, developers, contractors and the general public.

Purpose of Contacts: Contacts are typically to give and exchange information, resolve problems and provide services.

Physical Demands: The work is typically performed with the employee sitting at a desk.  The employee uses tools or equipment requiring dexterity.

Work Environment:  The work is typically performed in an office.

Supervisory and Management Responsibility:  None

Minimum Qualifications:
High School diploma or equivalent required; three (3) years of administrative experience preferably zoning, subdivision and permit related experience; equivalent combination of education and experience.



[bookmark: _GoBack]		Revised 07/06/2016
