ity of Brisbane
Agenda Report

To: City Council via City Manager
From: Maria Saguisag-Sid
Principal Analyst
Subject: Approval of Resolution 2015-36 in Order to Add Code Enforcement Officer Job Classification

to Class Specification Manual

Date: Meeting of August 20, 2015

Purpose: To ensure the City is able to provide quality services to the public with appropriate staff resources.

Recommendation: Adopt resolutions 2015-36

Background and Discussion:

In February 2015, our long time Code Enforcement Officer resigned voluntarily. Upon reviewing our class
specifications manual, staff noted that the Code Enforcement Officer position was not included. In order to
move forward with recruiting a new Code Enforcement Officer, staff worked to develop this new class
specification to meet our current needs.

While this is not a new position, one of the new aspects of the classification is that it will now fall under the
Police Department’s jurisdiction. While historically this position was under the Community Development
Department and mainly addressed building and planning issues, the range of code enforcement issues addressed
today falls into several other areas of city administration. Some examples include abandoned vehicles,
dumping complaints/clean-up, noise complaints (industrial and residential), illegal signs/posters/handbills,
graffiti, and animal welfare. The Police Department has taken a more active role in administering these other
areas of code enforcement as part of their Community Oriented Policing and Problem Solving (COPPS)
strategy. With the move of the Code Enforcement Officer to the Police Department, they will be able to utilize
the position to best address the multiple code enforcement issues that fall within one or multiple department
areas in a more centralized and efficient way.

As staff continues to review various departments staffing needs, we will evaluate the need to improve the
classification system to accommodate the ongoing changes to the organizational structure.

Fiscal Impact:
There is no fiscal impact to add this classifications as it is an existing, budgeted position. The salary range of

this part-time position is $25.98 to $31.58 per hour.

Attachments:
Resolutions 2015-36 )
z— Y -
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Principal Analyst City Manager



RESOLUTION 2015-36

A RESOLUTION OF THE CITY COUNCIL OF THE
CITY OF BRISBANE AMENDING RESOLUTION
2001-11 TO INCLUDE THE CLASSIFICATION OF
CODE ENFORCEMENT OFFICER
IN THE CLASS SPECIFICATION MANUAL

WHEREAS, on February 13, 2001, the City Council approved Resolution 2001-
11 establishing the Classification and Pay Plan and approving the class descriptions
included in Exhibit “A” of said resolution for development of the Class Specification
Manual; and

WHEREAS, the City Manager has established the need for a formal
classification for the existing Code Enforcement Officer position which became vacant
earlier this year; and

WHEREAS, the class description for Code Enforcement Officer was developed
in cooperation with and has been approved by the City Manager; and

WHEREAS, this newly developed class description for Code Enforcement
Officer meets the requirements established Rule 6.02b of the City of Brisbane Personnel
Rules and Regulations for the Class Specification Manual.

NOW, THEREFORE, BE IT RESOLVED, by the City Council of the City of
Brisbane that the class description for the classification of Code Enforcement Officer in
Exhibit “A” is approved for inclusion in the Class Specification Manual and assigned to
the Hourly Pay Scale.

TERRY O’CONNELL
Mayor

I hereby certify that the foregoing Resolution No. 2015-36 was duly and regularly
adopted at a regular meeting of the Brisbane City Council on August 20, 2015, by the
following vote:

AYES:
NOES:
ABSENT:

SHERI MARIE SPEDIACCI
City Clerk



RESOLUTION 2015-36
EXHIBIT “A”

CITY OF BRISBANE

CODE ENFORCEMENT OFFICER

Definition

Under the general supervision of the Police Commander, performs work to facilitate compliance
with City Municipal codes, ordinances, California Codes, conditions of approval and resolutions
relating to public nuisances, planning, zoning, construction, business licensing, animal control,
and other associated disciplines. Works collaboratively with other City departments and other
agencies on code enforcement activities. Performs other related work as required.

Class Characteristics

This is a journey-level, non-sworn support position that provides considerable enforcement
support to operations staff requiring mature judgment and the ability to work independently.

Examples of Duties (Illustrative Only)

Educate the public regarding code requirements. Make presentations to community groups,
business organizations, and school programs about Code Enforcement and work closely with
such groups to solve neighborhood problems.

Work closely with homeowners, business, and community groups to enhance and preserve
the quality of neighborhoods through public relations, educational, and code enforcement
activities.

Assists in resolving complex and sensitive customer services issues, either personally, by
telephone, or in writing; maintains records and documents of customer service issues and
resolutions.

Respond to citizen complaints regarding code violations; exercise appropriate judgement in
prioritizing calls; provide information to the public by phone and in person regarding code
regulations.

Investigate reported or suspected violations and conduct field checks to confirm possible
violations of City or California codes and ordinances, including zoning, nuisance, property
maintenance, and housing. Contact responsible individuals in person and in writing; perform
follow-up investigations to see that remedial action has been taken.

Gather supporting evidence, maintain case files (both computer and hard files) and, as
necessary, prepare investigation reports regarding violations.

Coordinate inspections and disposition of cases with public works, building, fire, planning,
police, county health officials, and other agencies.

Prepares and issues citations, violations, and other notices that outline proper repair,
correction methods, time limits, permits, and all necessary remedial work required; posts
notices relating to required abatements.

Cites vehicles and coordinates the removal of abandoned and illegally parked vehicles;
maintains reports on vehicle towing activities.

May assist in preparing and presenting information to the Planning Commission, City
Council, Administrative Hearing Board, and courts of law.

Participate in and often coordinate joint code enforcement activities with other agencies.



Qualifications

Knowledge of:

e Basic investigation techniques.

e Principles of customer service.

e Basic principles, practices, and techniques of zoning and code enforcement.

e Common California codes relating to property maintenance, housing and enforcement, and
municipal codes, ordinances, and resolutions related to public nuisances, planning, and
zoning.

e Effective and efficient techniques of public education, field inspections for code compliance,
gathering and analyzing evidence and data, and preparing and presenting reports.

e Safe and efficient work practices as they relate to code enforcement.

Ability to:

e Read, understand, interpret, and apply laws, regulations, ordinances, resolutions, policies, and
other documents associated with enforcement duties.

e Maintain a positive attitude and work as a highly effective team member of the Code

Enforcement Program and Department.

Communicate effectively, both verbally and in writing.

Prepare and make verbal presentations to small and large groups.

Prepare factually clear, concise, and complete written reports and correspondence.

Exercise good customer service skills with the public, outside agencies, and staff.

Interact tactfully to gain voluntary compliance with City codes.

Identify code violations and exercise proper judgement in determining the degrees of

compliance with various laws and determine appropriate course of action.

e Assist City staff with interpretation and application of the codes used. Coordinate
enforcement and inspection functions with other City department.

e Competently use a desktop computer to record, organize, and monitor all code enforcement
activities.

e Follow established work procedures and practices, including adherence to sound safety
practices.

e Work a varied schedule, independently and with initiative.

e Drive a vehicle safely.
Perform inspections on substandard or unsafe properties, which may require climbing,
crawling, kneeling, and bending.

e Interview witnesses and violators in a highly effective and professional manner.

e Apply investigative techniques useful in ensuring compliance with appropriate codes and
ordinances.

e Respond to inquiries, complaints, and requests for service in a fair, tactful, and firm manner.

e Maintain and update records, logs, and reports.

e Interact positively and cooperate with coworkers, respond politely to customers, work as a
team member, function under demanding time pressure, respond in a positive manner to
supervision, and attend work and perform duties on a regular and consistent basis.

Skill in:

e Making effective presentations to groups.

e Preparing and promoting public education materials.

e Word processing and database management with speed and accuracy.
e Using office automation and software applications.



Education and Experience:

Any combination of experience and education that would provide the required knowledge, skills,
and abilities would be qualifying. A typical way to obtain the knowledge, skills, and abilities
would be:

Education: Possession of an AA degree in a related field. Additional education and
training in writing, public speaking, and areas related to code enforcement are desirable.

Experience: A minimum of one year of full-time, relevant public contact work
experience, with occasional public speaking, requiring problems solving and/or field
investigation in code enforcement, law enforcement, investigations, or a comparable field
that would provide the requisite knowledge needed to succeed in this position.
Experience in the enforcement of municipal, planning, and zoning codes and working
with building or planning permits at a public or private agency is desirable.

License:

Possession of or the ability to obtain an appropriate, valid California driver’s license, and have a
satisfactory driving record. Possession of or the ability to obtain within 12 months from hire date,
current certification as a Code Enforcement Officer from the California Code Enforcement
Corporation (CCEC); or certification as a Housing Inspector from the International Conference of
Building Officials (ICBO — through the American Association of Code Enforcement).

Working Conditions:

Work in a standard office environment and in the field. The ability to travel from different sites
and locations; drive safely to different sites and locations; work in all weather conditions,
including wet, hot, and cold; maintain a safe driving record; maintain a neat and clean
"appearance; work protracted and irregular hours and evening meetings or off-shift work for
meeting attendance or participation in specific projects or programs; available for evening
meetings.

Physical Demands:
Able to use standard office equipment, including a computer; sit, stand, walk, and maintain
sustained posture in a seated or standing positions for prolonged periods of time; vision to read
printed materials and a computer screen; hearing and speech to communicate in person, over the
telephone, and to make presentations; operate a motorized vehicle; lift and carry 35 pound boxes,
files, and materials.



