
  
 
 

 
 

Job Description  
 

POSITION:  ORDINANCE ENFORCEMENT OFFICER 

STATUS:  Regular, Part-Time, Non-Exempt (15-20 hours per week) 
PAY GRADE:  2 
REVISION:  03/2023 

 
 

SUMMARY:   Under the supervision of the Community Development Director and/or Zoning 
Administrator conducts on-site inspections throughout the Township to determine compliance 
with state and local codes, ordinances, and standards pertaining to the health, safety, and 
welfare of residents. Investigates potential violations, follows established procedures for 
achieving abatement and compliance where warranted. 
 
ESSENTIAL FUNCTIONS include the following.   

 Provides proactive enforcement of the Township’s Code of Ordinances—zoning and general.  
 Explains, both verbally and in writing, the Township Code of Ordinances. 
 Investigates alleged violations, issues violation notices and/or stop work orders and identifies 

corrective actions. Performs follow-up functions, including re-inspections, logging of 
complaints/activities, monitoring the status of citations and notifying involved parties of the 
status. 

 Issues citations when building codes and other township ordinances under the Community 
Development Department’s jurisdiction are not in compliance.  

 Prepares documentation and testifies at hearings or court cases related to violations of codes 
and ordinances. 

 Conducts enforcement activities in a fair and consistent manner. As necessary, interviews 
parties to a complaint or violation and otherwise investigates complaints in a comprehensive 
and unbiased manner. Seeks voluntary compliance, where possible. Follows the Township 
Policy of obtaining compliance without being punitive. 

 Performs compliance inspections for zoning permits, site plans, landscape plans, and other 
matters assigned by the Director. 

 Ensures long-term compliance with landscape plans for previously approved developments. 
Must be able to read and understand site plans. 

 Maintains an accurate filing system of violations, inspections, transactions, reports, 
correspondence, etc. This will be a combination of electronic and paper files. 

 Shares relevant information with Township Staff and other departments, coordinating activity 
when appropriate. 

 Regular and reliable attendance. 
 Performs other work as assigned. 
 



EDUCATION, EXPERIENCE and TRAINING: 
 Must possess a high school diploma or its equivalent. Associates degree preferred. 
 Two (2) or more years’ experience in law enforcement, code enforcement, zoning 

administration, building trades, courtroom proceedings or similar experience. 
 A valid State of Michigan Operator’s License. 

 
KNOWLEDGE, SKILLS, and ABILITIES: 
 Knowledge and comprehension of the township ordinances and of the principles and 

practices of code enforcement and site inspections. 
 Knowledge of the legal system and liability issues as they relate to code enforcement. 
 Ability to document, review, analyze and communicate—verbally and in writing—pertinent 

information regarding code enforcement.   
 Ability to read and understand site plans and similar documents in a proficient manner. 
 Establish effective working relationships and use good judgment, initiative and 

resourcefulness when dealing with property owners, the public, other professional contacts 
and municipal officials. 

 Ability to meet deadlines, adjust to shifting priorities, draft letters, run reports and gather 
information in a timely manner. 

 Working knowledge of BSA software preferred. 
 
PHYSICAL DEMANDS: 
The physical demands described are representative of those that must be met to successfully 
perform the essential functions of this job.  The work requires physical exertion such as climbing, 
sitting, standing, stooping, kneeling, crouching, crawling, and lifting of objects weighing more 
than 50 pounds, and moving in areas of difficult or dangerous access.  Also, this work requires 
physical mobility, dexterity, and full range of motion; normal sensory abilities including vision, 
hearing, touch, and smell; and operating vehicles in all weather and lighting conditions is 
required. Lastly, this work requires the ability to comprehend and complete tasks, based on 
verbal and written directives; relay information and instructions correctly; and make decisions in 
emergency and pressure situations. 
 
WORK ENVIRONMENT: 
The work environment characteristics described are representative, but not limited to, those 
encountered while performing essential functions of this job classification.  While performing the 
functions of this job, the employee is exposed to confined spaces, wet and/or humid conditions, 
moving mechanical parts, high, precarious places, fumes, or airborne particles, toxic or caustic 
chemicals, outside weather conditions, extreme cold or heat, risk of electrical shock, risk of 
vibration, hazardous materials, and irate citizens.  The work environment involves moderate 
risks with exposure to potentially life-threatening situations requiring a full range of safety and 
other precautions. 
 
 

ACKNOWLEDGEMENT: 



The primary purpose of this job description is to aid in establishing this specific job classification.  
The list is not all inclusive of the total scope of duties that may be necessary to be performed in 
relation to this position.  The qualifications listed are guidelines.  Alternative qualifications may 
be substituted if sufficient to perform the duties. 
 
I acknowledge that I have received a copy of this job description.   
 
                    
Employee Printed Name  Employee Signature  Date 
 
 


