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PERMIT AND DEVELOPMENT CENTER MANAGER
	
[bookmark: _Hlk520104181]Department:	 Planning and Public Works					FLSA:  Non-exempt
Job Class #:  	 483400								Represented:  No
Pay Range:	 Professional 10
										             	
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
[bookmark: _GoBack]This is responsible supervisory and administrative work for the Planning and Public Works Department, Development Center Division.  An employee in this classification is responsible for operation of the Pierce County Development Center and supervision of Counter Technicians, Technical Support, grid addressing, and administrative support staff involved in daily operations of permit processing. An employee in this position exercises considerable independent judgement and initiative; is expected to act as an integral part of the management team; will be required to use problem-solving and conflict-resolution skills on a regular basis; and must have considerable knowledge of all land use construction codes.  Work is performed under the guidance and supervision of the Director of Planning and Public Works or their designee who reviews work through regular contact, conferences, reports and overall evaluation of results achieved. 

ESSENTIAL FUNCTIONS 
· Supervises and administers the activities of the Development Center and associated permit processing staff, e.g., Counter Technicians, technical support staff, grid addressing, and administrative support staff.
· Provides supervisory assistance to integral staff units, counter operations, other departments, and the general public.
· Develops departmental operational policies and procedures in the receiving and issuance of various permits.
· Facilitates resolution of issues or conflicts between staff, builders, contractors, engineers, architects and the general public relating to code or regulation interpretations.
· Monitors hiring, training, scheduling and assignment of employees.  Counsels employees on performance goals and evaluates job performance.  Provides interpretation of personnel policies; approves or denies use of sick leave, vacation leave, overtime and compensatory time.  Initiates disciplinary action and responds to grievances at the first level; assists with the resolution of sensitive labor relations issues.  Supports County negotiations with bargaining units.
· Prepares justifications for budget items and monitors annual division budget expenditures.
· Prepares written reports on related departmental activities; researches and prepares statistical data reports.
· Coordinates work activities within the department and with other departments.
· Assists in the development of new or revised codes or ordinances relating to Development Center Permitting activities.
· Ensures that applications for various construction permits comply with all regulatory requirements.

OTHER JOB FUNCTIONS 
· Calculates various fees and issues permits.
· Locates properties on various maps; interprets notations, policies and procedures to determine compliance with ordinances and regulations.
· Performs other related duties as assigned.

KNOWLEDGE, SKILLS AND ABILITIES
· Thorough knowledge of land use/development permits, codes, regulations and related policies and procedures.
· Thorough working knowledge of the basic principles of effective management, supervision, and team building.
· Knowledge of building/construction techniques and practices.
· Ability to supervise, train, assign, monitor, and evaluate the work of subordinate staff.
· Ability to provide assistance or direction to employees, contractors, engineers, architects, and the general public on related permit requirements.
· Ability to communicate effectively orally and in writing on complex issues relating to regulations, rules, ordinances, and policies and procedures.
· Ability to establish and maintain effective working relations with staff, public and private officials, and the general public.
· Ability to maintain a courteous attitude toward the public under stressful and unpleasant conditions.
· Ability to organize, plan, prepare, and write departmental reports and related data activities.
· Ability to use and operate personal computer or related data processing equipment.
· Ability to assist in the planning, preparation, and monitoring of departmental budget.
· Ability to read and interpret maps, property descriptions, charts, and graphs.
· Ability to conduct research, make independent investigations and recommend solutions to various problems.
· Ability to perform the physical requirements of the position.
· Ability to meet the travel requirements of the position.

RECRUITING REQUIREMENTS
Graduation from a four-year college or university with a degree in Business, Public Administration, Engineering, or related field and four or more years of experience in the area of issuing permits or related activities, including one or more years in a lead/supervisory capacity.  Additional education or experience may substitute for the recruitment requirements.
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