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Classification Specification
	

	
	5314200

	
	PERMIT REVIEW COORDINATOR



Class Summary

The responsibilities of this classification include performing technical work using experience or training in permit procedures to process a variety of building and land use permits. Duties include interpreting codes and ordinances, explaining issues, answering questions and helping to identify and solve permit processing problems.

Distinguishing Characteristics

This is the second level in a three-level classification series and is distinguished from the Permit Technician classification in that the Permit Review Coordinator is expected to work more independently and exercise more judgment in evaluating permits than the Permit Technician. Permit Review Coordinators accept permits, coordinate reviews and issue a variety of complex building and land use permits. Additionally, they assist leads and supervisors in training Permit Technicians.
Examples of Duties (May vary by position)

1. Interpret complex code and ordinance applications for permit issuance; research records, plans and permits to establish accurate applications.

2. Explain technical and procedural issues.

3. Answer more complex questions, including inquiries from the public, attorneys, developers and builders.
4. Help develop and deliver training for other employees
5. Help identify and solve permit processing problems.

6. Prepare and edit technical reports and letters.

7. Route and track applications.

8. Help deal with difficult clients.

9. Provide feasibility conferences related to application process for building and land uses.
10. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Knowledge of planning functions and the impact of plans on various building and land use processes

Knowledge of office procedures, practices and computer basics

Effective oral and written communications skills
Skill in reading and interpreting complex legal descriptions

Skill in researching information

Skill in reading, interpreting and explaining blueprints, specifications, codes, ordinances, regulations and policies

Skill in keeping accurate records

Skill in referring applicants to appropriate area or person

Skill in dealing effectively with the public

Skill in handling stress and a high volume of customers

Skill in coordinating and analyzing issues

Skill in making timely decisions

Licensing/Certification Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Non-Exempt

	Levels within same series
	Permit Technician, Permit Review Coordinator and Permit Review Coordinator Senior
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