Job Title: Ordinance Officer / Permit Inspector
Employment Type: Part-Time / Hourly / As-Needed Basis
Reports To: Town/Village Clerk or Municipal Board (as applicable)

Position Summary:
The Ordinance Officer is responsible for enforcing municipal ordinances, completing permit inspections and codes within the village of Davis. This position ensures that community standards are maintained, properties comply with local regulations, and residents are informed about compliance requirements. The Officer works on an as-needed basis, responding to complaints, conducting inspections, and coordinating with municipal officials to uphold local laws and promote public safety and community well-being.

Essential Duties and Responsibilities:
· Ordinance Enforcement: Investigate and enforce violations of municipal ordinances such as property maintenance, zoning, nuisance, parking, animal control, and other local regulations.
· Complaint Response: Receive and respond to citizen complaints in a timely and professional manner; document findings and actions taken.
· Inspections: Conduct on-site inspections to verify compliance with ordinances/zoning and issue notices of violation or citations when necessary.
· Documentation: Maintain accurate records of complaints, inspections, correspondence, citations, and case outcomes.
· Communication: Work closely with town officials, law enforcement, and the public to explain ordinance requirements and resolve compliance issues.
· Follow-Up: Re-inspect properties to ensure compliance with issued notices and prepare reports for municipal boards or attorneys as needed.
· Court/Testimony: Prepare case documentation and, when required, testify in court or at hearings related to ordinance violations.
· Public Relations: Provide courteous, impartial, and informative service to residents and businesses.
· Other Duties: Perform additional related duties as assigned by the municipal board or clerks.

Qualifications:
· Knowledge of municipal ordinances, code enforcement procedures, and local government operations.
· Ability to interpret and apply municipal codes and regulations fairly and consistently.
· Strong written and verbal communication skills.
· Ability to work independently, manage time effectively, and handle confidential matters with discretion.
· Strong attention to detail required.
· Valid driver’s license required.
· Experience with computer programs (Microsoft Word, Excel) smartphone and digital cameras.
· Prior experience in code enforcement, law enforcement, inspection, or municipal government preferred but not required.

Work Schedule, Compensation & Equipment:
· Status: Hourly, part-time, on an as-needed basis (hours vary depending on complaint volume and enforcement needs, avg. 8-10 hours per month).
· Compensation: $40
· Work Location: Within the village of Davis limits.
· Vehicle: A municipal vehicle will be provided during working hours for official duties, including inspections.

