
POSITION DESCRIPTION 
 

Position/Title:   Zoning Enforcement Specialist 
 
Department:   Administration 
 
Immediate Supervisor:  Administrative Services Coordinator 
 
Classification:   Part-Time, non-exempt 
 
Primary Objective 
Under the general direction of the Administrative Services Coordinator, this position serves as the first 
point of contact for zoning and code-related complaints.  The Zoning Enforcement Specialist must be 
thoroughly familiar and understand the Delano Zoning Code and is involved in all enforcement, inspection 
and documentation of zoning compliance. This position encounters and processes confidential 
information and must have the ability to work with the general public with efficiency, courtesy, and be 
self-motivated.   
 
Essential Functions 
A. Serves as primary contact for enforcement and administration of Zoning Code 

1. Responsible for the overall administration and enforcement of the Zoning Code.   
2. Receive and respond requests, complaints and information from the public, city staff, and 

elected officials.  
3. Conducts inspection of potential violations and advises property owners of necessary 

corrective measures by issuing notices, corrective notices, orders to comply and related 
documentation.  

4. Issues zoning compliance letters. 
5. Schedules necessary follow-up functions to gain compliance including letters, inspection, 

calls, meeetings, discussions to ensure compliance.    
6. Maintain accurate documentation of violations, inspections, enforcement actions and 

other job related activity, including dated photographs and/or other evidence. 
7. Issues fees for non-compliance accordingly, as needed. 
8. Maintains and files records in accordance with the records retention policy. 

 
B. Assist with Zoning Code related inquiries  

1. Provides customer service by answering questions both in person, by telephone, or via e-
mail; interprets and provides information relative to City policies and procedures; refers 
individuals to appropriate staff as required. 

2. Handles administrative issues that may initially be received by other office Staff, referring 
technical operating issues to Department Head or other appropriate Staff. 
member.  Responds tactfully to citizens’ complaints. 

3. Prepares reports and/or detailed correspondence as needed. 
 

C. Perform other duties as assigned 
 
 
Required Knowledge, Skills,  
A. Must be a motivated, self-starter who enjoys seeing a project through completion. 
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B. Knowledge and understanding of municipal zoning code requirements and procedures  
B. Ability to communicate effectively, both orally and in writing. 
C. Ability to effectively interact with supervisor, employees, and City Council. 
D. Ability to accurately type on a keyboard at a minimum of 40 words per minute. 
E. Ability to manage, complete projects, and meet deadlines. 
F. Knowledge of spreadsheets, word processing, and database software and ability to use daily. 
G. Knowledge of public information, laws, and regulations. 
H. Knowledge of laws, rules, and regulations applicable to City Government. 
 
Abilities 
A. Meet and deal tactfully with residents, owners, contractors, City Staff and other involved persons 
 1. Understand and effectively identify and enforce all municipal codes 
 2. Enforce codes and ordinances firmly, tactfully and impartially 
 3. Communicate effectively written correspondence 
 4. Operate a motor vehicle 
 5. Physically perform the essential duties of the position 
 
Work Environment 
The Zoning Enforcment Specialist works in both indoor and outdoor environments.  He or she frequently 
drives to and from inspection sites and may be exposed to all weather conditions and some properties that 
have unhealthy conditions.  Office in the City Hall includes a desk, phone and personal computer.  Printer, 
copier, fax machine and files are centrally located. 
 
Minimum Qualifications: 
A.  High School diploma, G.E.D., or equivalent. 
B. A valid driver’s license or evidence of equivalent mobility is also required upon hire. 
C. Three years of experience in administrative operations. 
D. Personal computer experience, including Microsoft Office applications. 
 
Desired Qualifications 
A. Bachelor of Arts degree in public administration, business administration, or related field. 
B. Three years of experience in municipal operations. 
C. Experience with information technology systems. 


