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 SEQ CHAPTER \h \r 1DEFINITION

 SEQ CHAPTER \h \r 1To perform a variety of routine and complex clerical, administrative and technical work in the processing and issuance of permits.


 SEQ CHAPTER \h \r 1DISTINGUISHING CHARACTERISTICS

 SEQ CHAPTER \h \r 1This job class functions at a journey level of work and requires both independent effort and close coordination with others doing related work.  The employee must exercise sound judgment and be able to deal tactfully and courteously with the public, including applicants having a varying experience and levels of sophistication, and other employees at all levels.

 SEQ CHAPTER \h \r 1SUPERVISION RECEIVED AND EXERCISED

 SEQ CHAPTER \h \r 1Receives limited supervision from the individual functioning as the Community Development Customer Service Manager.

 SEQ CHAPTER \h \r 1EXAMPLES OF ESSENTIAL DUTIES - Duties may include, but are not limited to, the following:

·  SEQ CHAPTER \h \r 1Greets customers at the Development Services counter and/or on the telephone, assesses the customers’ needs, and assists them or directs them to the appropriate location or individual for assistance
·  SEQ CHAPTER \h \r 1Provides general zoning and building and related code information and application forms to the public
·  SEQ CHAPTER \h \r 1Provides guidance and assistance to the public in filling out various permit applications and other forms
·  SEQ CHAPTER \h \r 1Assists the public in understanding the permitting process and the necessary information and attachments required to submit a complete application
·  SEQ CHAPTER \h \r 1Assists in coordinating the permitting process with the Building Official, Building Inspectors, planners, engineers, fire inspectors and other staff
·  SEQ CHAPTER \h \r 1Accepts Building, Planning, Grading and Encroachment permit applications and other submittals and checks them for accuracy and completeness
·  SEQ CHAPTER \h \r 1Routes applications to appropriate staff consultants for plan check
·  SEQ CHAPTER \h \r 1Calculates Impact, Traffic, Water, and Affordable Housing fees
·  SEQ CHAPTER \h \r 1Enters application and permit data in the City’s computerized permit issuance and tracking system in accordance with established protocols
·  SEQ CHAPTER \h \r 1Issues routine permits within the scope of authority and responsibility assigned
·  SEQ CHAPTER \h \r 1Tracks and facilitates the Plan Check process to assure timely review and issuance of a variety of permits
·  SEQ CHAPTER \h \r 1Serves as Community Development Customer Service for certain projects and/or categories of projects
·  SEQ CHAPTER \h \r 1Contacts customers by telephone or letter with status information or questions regarding pending applications
·  SEQ CHAPTER \h \r 1Assists in the resolution of complex and sensitive customer service issues, either personally, by telephone or in writing, and maintains accurate records and documents pertaining to such activities
·  SEQ CHAPTER \h \r 1Checks Business License applications for conformity with the Zoning and Building Codes
·  SEQ CHAPTER \h \r 1Schedules and tracks inspections and re-inspections
·  SEQ CHAPTER \h \r 1Recommends changes to codes, rules, and regulations, forms and procedures to correct identified problems and to help ensure the process is efficient, effective and fair
 SEQ CHAPTER \h \r 1OTHER RESPONSIBILITIES

·  SEQ CHAPTER \h \r 1Assists others within the Community Development Department, as required
·  SEQ CHAPTER \h \r 1May conduct limited field inspections of certain conditions or work
·  SEQ CHAPTER \h \r 1Assists in review of permitting systems and recommends enhancements
 SEQ CHAPTER \h \r 1EMPLOYMENT STANDARDS

 SEQ CHAPTER \h \r 1Knowledge of:

·  SEQ CHAPTER \h \r 1Community Development Department organization, services and operations
·  SEQ CHAPTER \h \r 1basic permit processing procedures
·  SEQ CHAPTER \h \r 1basic principles, practices and methods of construction and land development
·  SEQ CHAPTER \h \r 1building codes, zoning and other regulations governing basic or common types of construction and development work
·  SEQ CHAPTER \h \r 1correct procedures for use of the computerized permit issuance and tracking system
·  SEQ CHAPTER \h \r 1requirements for issuance of a building permit
·  SEQ CHAPTER \h \r 1proper method of calculating City permit fees
·  SEQ CHAPTER \h \r 1zoning and land use permitting procedures
 SEQ CHAPTER \h \r 1Ability to:

·  SEQ CHAPTER \h \r 1establish and maintain effective working relationships with contractors, developers, architects, engineers, business and home owners, and members of the general public
·  SEQ CHAPTER \h \r 1work effectively with other employees at all levels in the Community Development Department and other City departments
·  SEQ CHAPTER \h \r 1communicate effectively orally and in writing
·  SEQ CHAPTER \h \r 1read, understand and accurately explain City regulations and codes and application procedures
·  SEQ CHAPTER \h \r 1perform arithmetical calculations using addition, subtraction, multiplication and division
·  SEQ CHAPTER \h \r 1correctly use the City’s computerized permit issuance and tracking system
·  SEQ CHAPTER \h \r 1work in a methodical and organized manner
·  SEQ CHAPTER \h \r 1lift from 1-15 lbs. daily to 40 lbs. Occasionally
·  SEQ CHAPTER \h \r 1stand and walk for at least six hours per day
·  SEQ CHAPTER \h \r 1work indoors in an office environment subject to heat/cold and fragrances such as ammonia and perfumes
·  SEQ CHAPTER \h \r 1work effectively and maintain a calm demeanor under stressful conditions and with frequent interruptions
·  SEQ CHAPTER \h \r 1intermittently twist and bend to reach equipment and supplies and to get in and out of an automobile
·  SEQ CHAPTER \h \r 1understand and carry out oral and written directions in a professional and timely manner
·  SEQ CHAPTER \h \r 1read, understand and interpret complex construction drawings
·  SEQ CHAPTER \h \r 1correctly operate one or more calculators, multi-function telephones, personal computers, printers, copiers and fax machines, and a two-way radio requiring fine hand manipulation
·  SEQ CHAPTER \h \r 1drive an automobile
·  SEQ CHAPTER \h \r 1speak English/Spanish
 SEQ CHAPTER \h \r 1LICENSE AND CERTIFICATES

·  SEQ CHAPTER \h \r 1a valid Class C California Driver’s License and a safe driving record
 SEQ CHAPTER \h \r 1TRAINING AND EXPERIENCE

 SEQ CHAPTER \h \r 1Any combination of training and experience which would provide the required knowledge and abilities is qualifying.  Typical ways to obtain the knowledge and abilities would be:

·  SEQ CHAPTER \h \r 1graduation from a standard senior high school, or GED equivalent, and a minimum total of two years experience in building inspection, the construction trades, construction estimating or related fields including customer relations work; or,
·  SEQ CHAPTER \h \r 1equivalent experience and/or education that would indicate an ability to perform the essential duties
 SEQ CHAPTER \h \r 1APPLICATION AND INTERVIEW PROCESS

 SEQ CHAPTER \h \r 1Applications must be submitted to the Human Resources Department, 275 Main Street, Suite 400, 4th floor, Watsonville, CA 95076, by the filing deadline.  No postmarks accepted.  An application may be obtained by calling 831.728.3025 or by going to the City’s website at www.cityofwatsonville.org  Candidates will receive written notification after applications have been screened for requirement compliance.  Testing and interview testing dates will be announced at a later time.

 SEQ CHAPTER \h \r 1APPOINTMENT AND BENEFITS

 SEQ CHAPTER \h \r 1The candidate selected will be appointed for a 12-month probationary period.  Subject to satisfactory performance, a step increase is granted annually until the top of the range is reached.  Names of the remainder of successful candidates will be placed on an employment list.

The positions benefits include vacation, sick leave, and holiday benefits. The City offers Public Employees Retirement System Benefits. Employees shall pay the full PERS employee contribution. Depending on the needs of the City, bilingual pay (English/Spanish) may be available upon passing the bilingual exam ($75/month conversational premium pay, $250/month written and conversational premium pay)

 SEQ CHAPTER \h \r 1Prior to appointment to the position of Permit Technician, fingerprinting and a medical examination will be required.

 SEQ CHAPTER \h \r 1The City of Watsonville is an Equal Opportunity Employer and encourages workplace diversity. 

 SEQ CHAPTER \h \r 1The City of Watsonville is committed to compliance with the Americans with Disabilities Act by including people with disabilities in all of its    programs and activities.
 SEQ CHAPTER \h \r 1NOTE: THIS ANNOUNCEMENT DOES NOT CONSTITUTE A CONTRACT, EXPRESSED OR IMPLIED, AND ANY PROVISIONS CONTAINED IN THIS BULLETIN MAY BE MODIFIED OR REVISED WITHOUT NOTICE.

City of Watsonville 


� SEQ CHAPTER \h \r 1�PERMIT TECHNICIAN


$3,444.95-$4,616.66/Month





Filing Deadline: November 3, 2016 at 5:00 p.m. 


(No Postmarks Accepted)








The City of Watsonville is seeking a highly motivated and organized individual to provide assistance at the Development Services Counter. The Development Services Counter is part of the Community Development Department. This position provides information to the public regarding general zoning and building permit questions, and directs the public to the appropriate location or individual for additional assistance.  This position accepts, routes, and tracks building, planning, grading and encroachment permit applications and other submittals and checks them for accuracy and completeness.  This position is responsible for issuance of building, grading, and encroachment permits. Spanish bilingual desired. Permit Technician certification is highly desirable. Ideal candidate enjoys multi-tasking and working with the public in a fast paced environment with rapidly changing priorities.  This position is subject to the needs of the City based on the development activity.





Employment Opportunity





“Opportunity Through Diversity; Unity Through Cooperation”





		























Human Resources Department


275 Main St. Suite 400 


4th Floor


Watsonville, CA 95076


Phone: 831.768.3020


Job-Line: 831.768.3025


Fax: 831.761.0736








www.cityofwatsonville.org
































