
City of Dalworthington Gardens 

Job Description 
 

Job Title: Building Official 

FLSA:   Exempt 

Salary: Dependent of qualifications 

Department: Permitting  

Reports To: City Administrator  

Work Location:  City Hall, 2600 Roosevelt Drive 

Job description statements are intended to describe the general nature and level of work being performed 

by employees assigned to this job title.  They are not intended to be construed as an exhaustive list of all 

responsibilities, duties and skills required. 

 

General Summary: 

Under limited supervision, performs complex management and technical duties with responsibility for 

overseeing the operation and management of community development tasks and serves as the City 

Inspector, Building Official, and Code Enforcement Officer. This position conducts inspections and plan 

reviews in accordance with city ordinances, state law, and adopted ICC codes. This position 

meets/communicates with contractors, residents, and other stakeholders for permits and inspections. This 

is a management position that reports to the City Administrator. 

Supervision: 

General supervision is provided by the City Administrator. 

Status/Schedule: 

  
Full-time, exempt, at-will 

 

A. Job Duties and Responsibilities: 

 

I. Building Official 

1. Performs office duties including customer service, plan review, and technical assistance.  
2. Performs field inspections to enforce and ensure compliance with adopted building codes, City 

ordinances, and applicable State regulations.  

3. Must be familiar with building construction systems including structural, mechanical, 
electrical, plumbing, gas, and fire protection.  

4. Reviews construction plans, writes field reports, maintain official records, and assist the public 

in person and over the phone.  

5. Counsels with architects, designers, builders, and owners concerning building regulations. 
6. Performs on-site license checks of plumbers, electricians, and others that are required to be 

licensed under city ordinance or state law.  

7. Investigates complaints and provides code enforcement of building, zoning, and sign 
ordinances.  



8. Ensures all handout material complies with current codes.  Re-draws and reformats out dated 

material, and creates new handouts for the public to expedite their construction process. 
9. Investigates abandoned or deteriorated structures and supplements field inspection 

documentation with photographs where serious violations are found and there is potential of 

claims or litigation.  

10. Knowledgeable in all aspects of job and City operations, maintains a high quality of work and 
customer service, promotes goodwill, solves conflict with tact, and follows health and safety 

guidelines.  

11. Maintains a professional relationship with other Federal, State and Local governmental 
agencies. 

12. Performs all other duties as assigned. 

 

II. City Inspector 

1. Inspect industrial, commercial and residential buildings during various stages of construction 

and remodeling to ensure compliance with applicable codes, ordinances and regulations. 

2. Inspect existing buildings and premises for change of use, occupancy, proper use of 

construction materials, and compliance with applicable codes and ordinances. 

3. Enforce compliance with adopted Building Codes, City Zoning Regulations, and Health 

Ordinance. 

4. Inspect foundation, structural concrete, steel, masonry, wood construction, framing, plastering, 

plumbing, heating and electrical installations and a variety of other routine and complex 

building and sign system elements. 

5. Inspect location of new structures and check distances between buildings in relation to 

neighboring structures to ensure compliance with zoning ordinance. 

6. Enforce compliance with codes and ordinances including the adopted Building, Electrical, 

Plumbing and Mechanical and City Zoning Code; issue notices for non-compliance; document 

actions; and maintain files and reports for possible legal actions. 

7. Prepare, submit and maintain a variety of written reports and records using permitting tracking 

software. 

8. Inspect residential and non-residential properties to ensure compliance with applicable zoning, 

building ordinances and regulations. 

9. Document all actions and notices; and perform follow-up inspections. 

10. Assist in Health Inspections as needed 

11. Confer with architects, contractors, builders and the general public in the field and office; 

explain and interpret code requirements and restrictions. 

12. Respond to complaints of defective workmanship or improper installation and inspect and 

determine appropriate remedial action to be taken. 

13. Enter inspection details and related information to computer system and update and retrieve 

information as required. 

14. Perform on-site trade license and contractor registration checks at job locations throughout the 

City. 

15. Assist in the issuance of permits, determination of applicable permits and fees. 

16. Deal effectively with contractors and the public in a pleasant manner. 

17. Schedules construction inspections and monitors for completeness. 

18. Inspects and performs oversight on the installation of water lines, sewer and storm drains. 

19. Coordinate with an independent testing lab any materials testing required by project 

specifications. 

20. Inspect subdivisions for compliance and adherence to approved plans. 



21. Inspects trench backfill, sub-grade and aggregate base course for grade, compaction, moisture, 

and preparation for paving. 

22. Interacts with contractors and the public as a representative of the City on construction related 

matters. 

23. Reviews plans and specifications of construction projects; attends preconstruction meetings as 

required. 

24. Oversees the performance of field inspections to evaluate the work performed and materials 

used; verifies quality of workmanship, quality of materials used, and compliance with plans, 

specifications, estimates and applicable codes and regulations. 

25. Inspects soil, concrete, asphalt, reinforcing steel and excavations within the City right-of-way. 

26. Performs field tests on construction materials for compliance with technical specifications. 

27. Notes deficiencies and deviations from plans; refers serious problems and disagreements in 

interpretation to management staff. 

28. Responds to and resolves public inquiries and complaints related to public works construction 

projects and development. 

29. Attends final project walkthrough meetings to review data and answer questions as needed. 

30. Reviews and makes recommendations in maintaining and updating inspection records and files. 

31. Maintains good documentation and files on all projects and supplements inspection records 

with photographs. 

32. Responds to requests for information; provides technical information to City staff as 

authorized; provides assistance to the public within scope of authority. 

33. Performs other duties as assigned or required. 

 

III. Code Enforcement 

1. Investigates complaints and performs inspections of reported code violations on private and public 

property to ensure compliance with the City's Municipal Code and Unified Development Code, 

which may include nuisance complaints, land use or zoning violations, substandard structures, 

weeds and uncultivated growth, trash, junk and debris, junk vehicles, building code, and other 

permit violations. Also determines if other violations are present at the reported property while on-

site. 

2. Issues warnings, correction notices, and notices of violation as required. Prepare comprehensive 

reports and providing documentation and notification to property owners of substandard structures 

and properties. 

3. Assigns work orders to mowing/clean-up contractors and conducts contractor fee reviews. 

4. Prepare cases for hearings and trials by assembling reports, photos and other relevant documents 

regarding the code violation case to be processed in either Municipal Court or the Building 

Standards Commission, which may include testifying as a witness on behalf of the City. 

5. Read and interpret maps, plats, codes, ordinances, and regulations. 

6. Research Property Ownership; Utilize tax records, court records, and other resources to identify 

property ownership of land and/or business property, and/or tenant occupancy in order to process 

related violations.  

7. Research Vehicle Ownership; Utilize Texas DMV, tax and court records to identify vehicle 

ownership and lien holders (if applicable) in order to process vehicle related violations such as junk 

or abandoned vehicles. 

8. Collaborates with the other inspectors, departments, and agencies as required to ensure compliance 

with codes. 



9. Responds to Customer inquiries regarding reported complaints and the outcome (results) in a timely 

fashion. 

10. Attends citizen group meetings in order to answer questions and educate customers about City 

ordinances and standards, as well as basic code enforcement practices, processes and procedures. 

11. Conducts research for special projects. 

12. Complies with all applicable department and division security and safety rules, regulations, and 

standards pertaining to vehicles and personal safety. 

13. Assists in the drafting and publication of handbooks and standard operating procedures for the 

department. 

14. Prepare and submit daily and monthly reports as assigned and on time. 

15. Performs other duties as assigned. 

 
B. Education and Experience: 

 
Five (5) years of building inspection and code enforcement experience, or equivalent combination of 

education, training and experience that provides the knowledge, skill and ability to perform the duties 

of this position 
 

C. Conditions of Employment: 

 

I. Preferred: 

 Building Inspector certification issued by International Code Council or International 

Conference of Building Officials  

 Certified Floodplain Manager  

 Backflow Certification 

 Texas Certification as a Registered Code Enforcement Officer 

 Health inspector certification 

 

II. Required: 

 Valid State of Texas Class C driver’s license with an acceptable driving record 

 Plumbing Inspector certification issued by the State Board of Plumbing Examiners 

 

D. Required Knowledge of: 

 
1. Technical and administrative aspects of building inspections, building codes, and city ordinances; 

construction, plumbing, electrical systems, framing, foundation, and heating and air conditioning 

systems; contractor licensing; and regulations and guidelines prepared by state and federal agencies 

relative to the city’s building inspection requirements. 

2. Ability to be self-motivated and team oriented, and ability to carry out assigned projects to their 

completion; ability to communicate effectively verbally and in writing; and ability to establish and 

maintain effective working relationships with employees, city officials, and the public. 

3. Building trades and/or code enforcement practices sufficient to perform major functions of the 

position. 

4. Must have knowledge of construction codes and ordinances. 

5. Legal procedure for enforcing Municipal Ordinance, Unified Development Code and applicable 

state laws. 

6. Basic inspection and investigation techniques in order to properly conduct inspections of properties 

for violations. 



7. Proficiency with Word, Outlook, Excel, and Incode 

8. City organization, operations, policies, and procedures. 

9. Principles and practices of administrative management, including personnel rules, procurement, 

contract management, risk management, and employee supervision. 

10. Record keeping and file maintenance principles and procedures. 

11. Knowledge of general construction practices and methods. 

12. Knowledge of computers and related equipment, hardware and software. 

13. Customer service standards and protocols.  

 

E. Required Skill in: 

 
1. Interpretation and application of ordinances, state laws, code books, environmental regulations, 

procedural manuals, policy statements, public safety reports, maps, plat maps, building and/or site 

plans, and court records. 

2. Proficient computer skills including Microsoft Office (Word, Excel, Power Point, Outlook etc.), 

internet browser, and the ability to quickly learn other software applications; to include desktop 

and portable devices. 

3. Accurate and detailed record keeping/data entry to include case notes, photos, daily and monthly 

reports. 

4. Writing appropriate Violation Warning letters, Notice of Violation forms and Customer Service 

letters. Preparing records and reports in an organized fashion, admissible to court for hearings and 

trials. 

5. Working independently in the absence of immediate supervision. 

6. Reading, interpreting, understanding and applying accounting standards and procedures, applicable 

local, Federal and state rules and regulations, and City policies and procedures. 

7. Communicate clearly and concisely, both orally and in writing. 

8. Analyzing City needs and prioritizing budget expenditures. 

9. Skill in reviewing plans and specifications to determine estimates of time, materials and equipment 

necessary to complete work orders and construction projects. 

10. Skill in planning, coordinating and implementing multiple maintenance, repair and construction 

projects. 

11. Using initiative and independent judgment within established procedural guidelines. 

12. Presenting and defending budget recommendations and information in public meetings. 

13. Operating a personal computer. 

14. Establishing and maintaining cooperative working relationships with co-workers and elected 

officials. Use of discretion and tact in communication with the public, elected officials and 

employees. 

15. Assessing and prioritizing multiple tasks, projects and demands. 

F. Physical Demands / Work Environment: 

 
1. Ability to work in an office environment that requires sitting for extended periods of time. 

2. Ability to perform field inspections at building sites under extensive construction, move through 

unfamiliar buildings, climb ladders, crawl around and under buildings and ditches and across steep 

and/or rough terrain 



3. Work is performed in an office and at construction site environments, and exposure to weather 

extremes such as heat, cold and rain, and possible exposure to dust, loud noise, outdoor allergens, 

odors, chemicals, odors, and other physical hazards or health hazards. 

4. Physical requirements include occasional lifting/carrying of twenty to fifty pounds; visual acuity, 

speech and hearing; hand and eye coordination and manual dexterity necessary to operate a 

computer keyboard and basic office equipment. 

5. Work requires accessing and inspecting unkempt, overgrown properties, substandard structures, 

and frequently involves communications with irate and sometimes confrontational customers.  

 

This job description does not constitute an employment agreement between the employer and employee and 

is subject to change by the employer as the needs of the employer and requirements of the job change.  

Nothing in this job description restricts management’s right to assign or reassign duties and responsibilities 

to this job at any time. 


