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         Classification Description

PERMIT/DEVELOPMENT CENTER SUPERVISOR
Department:
Planning and Land Services




FLSA:  Non-exempt
Job Class #:  483300








Represented:  No
Pay Range:
0K05
Classification descriptions are intended to present a descriptive list of the range of duties performed by employees in this class and are not intended to reflect all duties performed within the job.
 

GENERAL FUNCTION
This is responsible technical and supervisory work for the Pierce County Development Center Permit Counter.  An employee in this classification is a first-line supervisor responsible for the receiving and issuing of various permits at the permit counter. Work involves workload distribution, adjust assignments to accommodate work fluctuations and changes; monitors work accomplishments, takes corrective action to maintain acceptable quality standards; participates in employee selection process; trains, orientates, provides guidance and direction; provides input to employee performance evaluations; and assists with initial disciplinary actions. This position is distinguished from the Permit and Development Counter Technician in the level of experience required, the greater degree of independent judgement and action required, and by the supervisory responsibilities.  Work is performed under the general direction of the Permit and Development Center Supervisor.  This position may act as the overall counter supervisor in the absence of the Development Center Supervisor.

ESSENTIAL FUNCTIONS 

Plays an active role in the management structure and operation of the Development Center.

Provides supervision and coordinates activities of the Permit and Development Counter Technicians.

Issues instructions and oversees work for exactness and conformance to established procedures and policies.

Assists in the development, revision, implementation or evaluation of procedures or departmental changes.

Provides technical assistance to subordinate staff, other departmental staff, and general public.

Resolves minor work and personnel problems.

Assists in the employee performance evaluation process.

Provides on-the-job training to newly assigned or reassigned employees.

Participates in the selection and orientation of new employees.

OTHER JOB FUNCTIONS
Performs other job functions as assigned.

KNOWLEDGE, SKILLS AND ABILITIES
Considerable knowledge of general counter procedures and practices and of the technical and/or specialized functions, policies and procedures of the work unit.

Knowledge of the principles of effective supervision.

Ability to plan, direct, assist, and provide input during an employee performance evaluations.

Ability to establish and maintain effective working relations with co-workers, public and private officials, and the general public.

Ability to understand and effectively execute complex oral and written instructions and to apply available guidelines to widely various situations.

Ability to maintain a neat personal appearance and courteous attitude toward the public and fellow employees, even under stressful and unpleasant situations.

Ability to communicate effectively orally and in writing regarding highly technical and complex rules, ordinances, and policies and procedures.

Ability to independently maintain responsibility for a variety of routine to complex activities.

Ability to perform the physical requirements of the position.

RECRUITING REQUIREMENTS
Five years or more of progressive responsible experience in a land use/building construction permitting facility.  One year of supervisory or lead work experience is desired. Additional education or related experience may substitute for the recruitment requirements.
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