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CODE ENFORCEMENT OFFICER 

JOB DESCRIPTION

THE POSITION 

Code Enforcement Officers perform a variety of office and fieldwork related to inspection and 

investigations to ensure compliance with City and State codes and regulations; and provide 

information on City regulations to homeowners, business, and community groups to enhance and 

preserve the quality of neighborhoods and businesses. 

Job Type: Union/Full-Time

Salary - $19.84 per hour

Schedule: 

• 8-hour shift

• Monday to Friday

• On call

SUPERVISION RECEIVED AND EXERCISED: 

Receives immediate supervision from City Manager. 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

Examples of Essential Duties 

Duties may include, but are not limited to, the following: 

• Conducts field investigations and property inspections to uncover violations of nuisance,

zoning, junk and debris, abandoned/inoperative vehicles, housing, and related ordinances.

• Issues infraction/misdemeanor citations for violations of City and State Codes relating to

nuisance, zoning, junk and debris, housing deficiencies, and abandoned/inoperative

vehicles.

• Performs investigations for possible violations; photographs evidence; contacts

responsible persons, landlords or tenants and performs follow-up investigations to ensure

that remedial action has been taken; develops and maintains accurate case files.

• Presents a variety of information and statistics in the form of written, graphic, or oral

reports for use by elected and appointed officials, special committees, or community

organizations involved in code enforcement matters.

• Confers and coordinates with other public and private agencies and City departments on

the investigation of violations across agency boundaries.

• Responds to public inquiries and public nuisance abatement complaints and answers

questions related to City code enforcement activities by researching, interpreting, and
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explaining policies and regulations; analyzes, recommends, and communicates 

appropriate solutions to problems; addresses customer complaints and schedules site 

visits. 

• Deals effectively, courteously, and productively with angry and upset customers.

• Works closely with homeowners, landlords, tenants, businesses, and community groups

to grow strong neighborhoods through public relations, education and code enforcement

activities.

• Coordinates inspections and dispositions of cases with various City departments.

• Maintains integrity of work by taking responsibility and accountability for completion of

work, customer interactions, and by maintaining punctuality and attendance at work.

• Acts as a representative of the City by representing the City in community and official

meetings with other City departments, organizations and professional groups on code

enforcement matters.

• Issue all City Permits. Zoning, Flood Plain, sidewalk café, blocking street and alley,

conditional use, alarm user, alarm business, contractor, home occupation, large and small

lot division, sign, special event, vacant property, vendor permits.

• Assist the Flood Plain Administrator in administering the City Flood Plain Regulations

and Permit issuing.

• Plan and develop community cleanup day throughout the city.

• Assist and Work alongside the Athens County Landbank.

• Administrator and manage prevailing wage interviews with all contractors in the city.

• Administering Civil Service exams, recording minutes of meetings, preparing monthly

activity reports, and preparing job postings.

• Record keeping and monitoring city property and equipment auctions.

• May perform other work as assigned.

EMPLOYMENT STANDARDS & MINIMUM QUALIFICATIONS 

Knowledge of: 

• Basic principles and practices used in the enforcement of a variety of laws, ordinances,

and codes.

• Principles and methods of investigation.

• Appropriate safety, hazardous materials and fire prevention techniques and requirements.

• Basic terminology used in zoning, housing, fire codes, landlord/tenant law, and

inspection warrants.

• Regulations and requirements for record keeping, report writing and court evidence

documentation.

• Windows based applications including word processing.

• Discovering property ownership and zoning background.

• Office procedures, methods, and equipment.

• Occupational hazards and standard safety practices.

• Proper English usage, spelling, grammar, and punctuation.
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• Maintain a valid Ohio driver's license.

• Ability to reliably commute or planning to relocate to Nelsonville, OH 45764: before

starting work (Required).

Ability to: 

• Research, interpret, explain, and apply applicable codes, ordinances, and regulations

related to zoning, nuisance abatement, and health and safety issues.

• Inspect, identify violations and enforce applicable codes, ordinances, laws and

regulations with impartiality and efficiency.

• Communicate effectively, both orally and in writing.

• Work cooperatively with other departments, outside agencies, and the general public.

• Exercise sound independent judgment and discretion within established guidelines.

• Organize and set priorities; tactfully and effectively enforce applicable laws and

regulations, including resolving conflicts and problems.

• Design public information and education programs to present to community groups

concerning codes, ordinances, and city compliance programs and testify in court.

• Read maps and learn the city's geography; develop and accurately maintain a variety of

work records and documents including complete case files, logs, reports, and

memoranda.

• Operate computers and variety of software and database applications, work

independently in the absence of supervision.

Education  

Preferred equivalent to completion of a high school diploma. 

Experience  

Preferred code enforcement related experience in other Code Enforcement Agency. 

PHYSICAL WORKING CONDITIONS AND REQUIREMENTS 

Requires the mobility and manual dexterity to work in a standard office environment, use 

standard office equipment and attend off-site meetings; speech and hearing to communicate in 

person and by telephone; vision to read handwritten and printed materials and a computer screen; 

and strength and agility to lift and carry items weighing up to 30 pounds. On a continuous basis 

work in an office environment sitting at a desk for long periods of time; travel from job site to 

job site sitting in vehicle; bend, squat, climb, kneel and twist while performing field work; may 

be exposed to dust, noise, machinery, moving objects and other vehicles while performing field 

work; may work on uneven or slippery surfaces; and may intermittently perform field work 

while exposed to various types of weather including extreme heat during summer months and 

cold temperatures during the winter months. Some accommodations may be made for some 

physical demands for otherwise qualified individuals who require and request such 

accommodations. 

(3/25/25)

















City of Nelsonville 

Drug Testing Consent Form 

 

As a prospective employee of the City of Nelsonville, I am aware that a drug test may be required as part 

of the hiring process. To ensure a smooth and efficient process, I hereby give my voluntary consent to 

provide a urine sample for this testing.  

It is important to note that any positive test results for illegal drug usage, refusal to provide the 

necessary sample(s), tampering with or attempting to tamper with the sample, or adulterating the 

sample in any way will result in the rejection of my application for employment.  

Furthermore, I understand that the results of the drug test may be used in conjunction with other 

information gathered during the employment process to determine my eligibility for the position I have 

applied for.  

I take this opportunity to affirm my commitment to maintaining a drug-free workplace and to 

demonstrate my willingness to comply with the City of Nelsonville's policies and procedures. 

   

Print Name   

   

Applicant Signature  Date 

   

Witness  Date 

   

Witness  Date 

 




