CITY OF CAPITOLA
BUILDING OFFICIAL
$6,794 to $8,258 PER MONTH
Regular Full-Time

APPLICATION DEADLINE: Friday, August 25, 2017 by 5:00 p.m.

The Building Official is responsible for managing, coordinating and supervising the activities and
operations of the Building Division within the Community Development Department; including plan
review, issuance of building permits, and building construction inspection services and activities;
coordinating assigned activities with other divisions, departments, and outside agencies; and
providing highly responsible and complex administrative support to the Director of Community
Development.

The Building Official position serves as the “Building Official” as defined in the International
Building Code and is responsible for the administration, interpretation and enforcement of all
building code regulations adopted by the City of Capitola. The Building Official serves as ADA
Compliance Officer as defined in Title Il of the Americans with Disabilities Act. The Building
Official participates in the more difficult and complex project reviews, performs more difficult
research and analysis of various building regulations, and directs and supervises the work
performed by the Building Inspector. Under direction of the Community Development Director,
the Building Official researches, prepares and carries out comprehensive, professional activities
related to building code regulations and other related work as assigned.

The Building Official administers the City’s Green Building program and serves as the City
Grading Official and FEMA Floodplain Coordinator.

The Building Official Reports to the Community Development Director. Works under the general
supervision of the Community Development Director.

The Building Official Provides supervision to the Building Inspector and other part-time and
temporary staff as assigned.

ESSENTIAL DUTIES AND RESPONSIBILITIES
Manage building inspection and building code plan review processes.

Review, research, field inspect, analyze and write staff reports with staff recommendations based
on appropriate finding and conditions for various types of building code issues.

Present reports and recommendations to Architectural and Site Review Committee, Planning
Commission, City Council, and other committees and groups as required.

Assist applicants and the general public with interpretation of building code regulations and
standards, and provide information about the building code review process.

Conduct research and prepare reports and recommendations on building code issues.
Plan and coordinate the enforcement of laws and codes governing the construction of new

buildings or altering existing structures.
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Advise builders and homeowners as to the minimum standards of construction and materials.

Perform field inspections on industrial, commercial, and residential buildings and on mobile home
park developments.

Abate building code violations in existing structures.
Formulate building inspection and plan review policy.

Confer with architects, contractors and others concerning building code provisions and
construction methods.

Supervise and evaluate building division staff.
Assist in preparation of building division budget.

Review building plans for conformance with building code provisions and perform plan checks to
ensure building code compliance.

Administer FEMA Flood Regulations.

Administer contracts for building inspection and plan review services performed by outside
consultants.

Prepare a variety of correspondence and reports.

Coordinate building project activity with other appropriate jurisdictions such as fire, planning,
public works, utilities, environmental health, and the Coastal Commission, and assists them
regarding code interpretations.

Manage construction projects on City Hall.

Assist with streamlining code activities and improving departmental work practices and
procedures, including application forms and public information.

Coordinate building code activities and provide information to designers, contractors, developers,
realtors, civic and business groups, citizen and neighborhood groups, advisory groups, other city
departments, regional planning agencies, officials from nearby jurisdictions, and the general
public.

Examine plans for conformance with erosion control policies.

Serve as ADA Compliance Officer as defined in Title Il of the Americans with Disabilities Act. Use
a computer to prepare written reports and agendas, to conduct financial and other quantitative
analyses, to generate maps and exhibits, and to input and retrieve land use and permit tracking
information.

Perform related duties as assigned.
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MINIMUM QUALIFICATIONS
(A) Associate Science degree in Building Inspection sciences; and
(B) Five (5) years of increasingly responsible experience in work involving a detailed
knowledge of model building codes including inspection or related building code
enforcement activities; or
(C) Any equivalent combination of education and experience.

KNOWLEDGE, SKILLS AND ABILITIES
(A) Knowledge of:
Thorough knowledge of building, plumbing, mechanical and electrical codes; abatement
of dangerous buildings procedures, State Administrative Code and the Americans With
Disabilities Act; approved construction practices and techniques and proper building
construction inspection methods.

Thorough knowledge of and ability to apply various State laws related to building code
issues, including the California Green Building Code, Contractors State License Law, the
Architect Practice Act, BORPELS, the Coastal Act, the California Environmental Quality
Act, and the Permit Streamlining Act.

Knowledge of computers and electronic word and data processing; modern office
practices and procedures.

(B) Skill to:
Proficiently learn and operate listed tools and equipment.

(C) Abilities:
Ability to interact and communicate with the public in a helpful, positive, fair, tactful,
resourceful, courteous and effective manner, while providing accurate information
regarding building codes, city ordinances and the development process, over the public
counter, on the telephone, electronically and in the field.

Ability to learn, interpret and apply a large number of codes, ordinances, policies and
procedures.

Ability to evaluate applications and proposals against state and local building code
standards.

Ability to write clear and comprehensive reports.

Ability to perform thorough research and analysis related to building issues, including
guantitative and statistical analysis.

Ability to analyze building code issues, information and data, and develop appropriate
recommendations for action.

Ability to administer and enforce building code laws with sound judgment and impartiality.

Ability to use a computer and learn various word processing, database, spreadsheet,
permit tracking, and GIS computer software programs.

Ability to make clear and effective oral presentations to advisory bodies, decision makers,
members of the public, and community groups.
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Ability to establish and maintain harmonious, effective and appropriate working
relationships with other city staff, management, elected officials, applicants, and the
general public.

Ability to work and use good judgement under stressful conditions and with frequent
interruptions.

Ability to learn and appropriately employ various conflict management and conflict
resolution techniques; and other skills used in dealing effectively with the public.

Ability to organize information and efficiently prioritize work.

Ability to follow and give oral and written instructions, including supervision of assigned
personnel and following city administrative and personnel procedures.

SPECIAL REQUIREMENTS
Possession of at time of hire and continued maintenance of a valid California driver’s license and
a safe driving record.

Possession of within two years of hire and continued maintenance of Internal Code Council
Building Official certification.

TOOLS AND EQUIPMENT USED

Personal computer, including word processing, database, GIS, spreadsheet, permit tracking
software, telephone, pen/pencil, calculator, rulers, postage machine, fax machine, copy machine,
light meter, noise meter, motor vehicle, portable radio; phone; ladder or scaffolding; tape
measure.

PHYSICAL DEMANDS AND WORK ENVIRONMENT

The physical demands and work environment characteristics described here are representative
of those that must be met by an employee to successfully perform the essential functions of this
job. Reasonable accommodations may be made to enable individuals with disabilities to perform
the essential functions.

While performing the duties of this job, the employee occasionally works in outside weather
conditions. The employee is occasionally required to climb or balance, stoop, kneel, or crouch.
The employee occasionally works near moving mechanical parts and in high, precarious places
and is occasionally exposed to wet and/or humid conditions, or risk of electrical shock.

While performing the duties of this job, the employee is frequently required to stand or sit, drive a
motor vehicle, walk, talk and hear, use hands to finger, handle, feel or operate objects, tools or
controls, and reach with hands and arms. Hand-eye coordination is necessary to operate
computers and various office and field equipment. The employee must frequently retrieve files,
and must occasionally lift and/or move up to 25 pounds. Specific vision abilities required by this
job include close vision, distance vision, color vision, peripheral vision, depth perception, and the
ability to adjust focus, for detailed computer work, reading, and field work. The noise level in the
work environment is usually quiet in the office, and moderate to loud in the field.

APPOINTMENT AND BENEFITS

Appointment:  Appointment is subject to successfully passing a pre-employment physical,
background and criminal history check. Before starting work, applicants must present
documentation of their identity and authorization to work in the U.S. Following appointment, a
twelve month probationary period may be required as the final phase of the appointment process.
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Names of successful candidates who do not receive a job offer will be placed on an employment
list which may be abolished at any time and no longer than one year from the date of the job
announcement.

Benefits: Retirement:. CalPERS; 2.5% @55 for classic CalPERS members, 2% @62 formula for
new CalPERS Members. Medical: contribution by the City to your health, dental and vision care;
life insurance; a 457 plan, and Employee Assistance Programs. Other benefits also include
vacation, sick leave, and holidays. The City does not participate in Social Security. The City
offices are closed for one week, without pay, usually between Christmas and New Year’s Day.

APPLICATION AND TESTING PROCESS

Application, resume and supplemental questionnaire must be submitted to Liz Nichols in the
Personnel Department, 420 Capitola Ave., Capitola, CA 95010, by mail or email to
Inichols@ci.capitola.ca.us. An application may be obtained by calling 831-475-7300 or by going
to the City’s website at www.cityofcapitola.org. Applications will be reviewed for accuracy,
completeness and job related qualifications. A limited humber of persons whose application
materials clearly demonstrate they most closely meet the requirements may be invited to
participate in the selection process which may be any combination of written, oral, and/or
performance exams.

Reasonable accommodations for disabled applicants will be made. If special accommodations
are necessary at any stage of the examination or application process, please provide the City of
Capitola with advanced notice and every attempt will be made to consider your request.

The City of Capitola encourages workplace diversity and is an equal opportunity employer. The
City of Capitola is committed to compliance with the Americans with Disabilities Act by including
people with disabilities in all of its programs and activities.

NOTE: THIS ANNOUNCEMENT DOES NOT CONSTITUTE A CONTRACT, EXPRESSED OR

IMPLIED, AND ANY PROVISIONS CONTAINED IN THIS BULLETIN MAY BE MODIFIED OR
REVISED WITHOUT NOTICE.
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