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Classification Specification
	

	
	5311300

	
	CODE ENFORCEMENT OFFICER III



Class Summary

The responsibilities of this classification include providing lead direction to Code Enforcement Officers investigating complaints involving violations of zoning, housing, and building codes, and the King County Shoreline Master Program and sensitive areas development.   

Distinguishing Characteristics

This is the third level in a four-level Code Enforcement classification series.  Code Enforcement Officer III’s work independently under minimal supervision as leads to less experienced staff, leading, training, evaluating, and overseeing the work of other employees.  Incumbents develop work plans and schedule unit work.  Incumbents demonstrate considerable knowledge of the applicable policies, codes and procedures, and will work with people from other offices as well as the public in resolving complex matters.  Incumbents provide quality control by reviewing reports, files and documentation; developing programs and procedures to improve the enforcement program; providing interpretations and training to officers; providing public information and clarification on codes and their practical applications; assisting with difficult public hearings and legal actions; and performing inspections on difficult or unusual sites.  Incumbents may be required to act as the Section Supervisor in the supervisor’s absence.  
The Code Enforcement Officer III is distinguished from Code Enforcement Officer IV in that the Code Enforcement Officer level IV is a management recognized technical expert on the application and disposition of code enforcement matters in litigation and makes final decisions on code interpretations and enforcement actions.

Examples of Duties (May vary by position)

Incumbents assigned to this classification are expected to perform the duties of a Code Enforcement Officer I and II in addition to the following:
1. Provide direction to Code Enforcement Officers in resolving difficult and/or unusual situations related to enforcement action.

2. Review case notes and enforcement files to determine inspection reporting adequacy.

3. Provide feedback to the supervisor on employee work performance, provide training and technical guidance, participate in disciplinary meetings, and assign cases to balance workload.

4. Coordinate abatement program.  Prepare abatement work orders. Assist in the development of abatement contracts.  Arrange for police and contractor support to ensure abatements are completed in a timely and safe manner.

5. Prepare draft correspondence for the supervisor, manager, department director and executive.  Review and edit staff correspondence.

6. Review and update form letters as required to reflect code changes.

7. Assist Code Enforcement Officers with difficult public hearings and legal actions and assist in the field with difficult sites.

8. Process and monitor Public Disclosure Requests.

9. Develop programs and assist in planning and implementation of changes to current programs.  Review and revise section policies and procedures as needed, and monitor staff to verify they are complying with policies and procedures.

10. Coordinate and standardize section code interpretation and participate in Department code interpretation and code change recommendations.

11. Represent King County in legal action by acting as expert witness, giving depositions and answering interrogatories on matters involving enforcement actions.

12. Provide information to the public on code clarification, code interpretation and enforcement issues.  Represent the Code Enforcement Section at community meetings.

13. Act as a contact person for the King County Council to coordinate requests and correspondence.

14. Assist with budget preparation.

15. Act as a liaison between staff and the King County Prosecuting Attorney’s Office.

16. Perform other duties as assigned.

Knowledge/Skills (May vary by position)
Incumbents will have the knowledge and skills required for Code Enforcement Officer I and II plus the following:
Knowledge of basic mathematics

Knowledge of terminology used in construction and land use; zoning, building, housing, shorelines and environmental codes; legal principles applied to code enforcement procedures
Knowledge of personal computers and terminals

Knowledge of federal, state and local laws and regulations and right of entry requirements

Knowledge of investigative techniques; skill in investigating and researching information
Skill in oral and written communication 
Skill in reading, interpreting and explaining specifications, codes, ordinances and policies

Skill in reading legal descriptions

Skill in conducting mediation and negotiations

Skill in dealing effectively with the public, including difficult people

Skill in analyzing and interpreting technical data 
Skill in preparing complex technical written material and keeping accurate records
Skill in making presentations in public hearings

Skill in providing solutions to code questions and interpretations

Licensing, Certification and Other Requirements

Requires Washington State Driver’s License 
Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.
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