[image: image1.jpg]Jg@ Washington County

4*4‘(
yx;, M A RYLATND
1776




POSITION AVAILABLE
OFFICE MANAGER
PLAN REVIEW & PERMITTING
Minimum Salary $40,581
Performs professional work, under the direction of the Chief of Permitting, to help facilitate the day-to-day operations of the Permitting Department.  Also responsible for managing departmental records. Processes and issues certificate of occupancy permits for all zoning and building permits. Provides administrative assistance to the Animal Control Authority, Electrical Board, and Plumbing/Mechanical Board and attends monthly hearings as well as some evening hearings.

Thorough knowledge of the operations and processes of permitting. General knowledge of basic research techniques and report writing. Ability to keep excellent records. Ability to communicate effectively. Ability to establish and maintain an effective working relationship with employees and the public. Ability to maintain strict confidentiality as it relates to employees and personnel issues. 

High School diploma. Advanced business school or college training in office management, business administration or related field. Minimum of 5 years of experience in the administrative field and/or customer service.  

A comparable amount of training and experience may be substituted for the minimum qualifications. 

For application, contact the Washington County Human Resources Department, 100 W. Washington Street, Suite 2300, Hagerstown, Maryland 21740, Monday - Friday, 8:00 A.M. - 4:00 P.M., or by calling 240-313-2354, Voice or TDD (D/HH use 711) or visit our website at www.washco-md.net.  Deadline for filing applications with the Department of Human Resources is Friday, February 7, 2020 @ 4:00PM.
Washington County is an Equal Opportunity Employer.  Individuals requiring special accommodations or assistance are requested to contact the Human Resources Department at 240-313-2350, Voice or TDD (D/HH use 711) M/F/H/V
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	JOB TITLE:
	Office Manager
	GRADE:
	10

	DEPARTMENT:
	Plan Review and Permitting
	FLSA STATUS:
	Non-Exempt

	REPORTS TO:
	Chief of Permitting
	
	


GENERAL RESPONSIBILITIES:
Performs professional work, under the direction of the Chief of Permitting, to help facilitate the day-to-day operations of the Permitting Department.  Also responsible for managing departmental records. 
ESSENTIAL TASKS:
(These are intended only as illustrations of the various types of work performed. The omission of specific duties.
 Does not exclude them from the position if the work is similar, related, or a logical assignment to the position.)
1. Responsible for the continued maintenance of a wide variety of records and files as well as purging of expired permits that have not been completed.

2. Processes and issues certificate of occupancy permits for all zoning and building permits.
3. Assist with purchasing and payment of bills for the Division; assist with ordering of office supplies as needed for the Division.

4. Balances and maintains monetary records for funds generated into the Division and deposits those funds at the Treasurer's office on a daily basis.

5. Assist the Chief of Permitting with compiling reports on a weekly, monthly, semi-annual and annual basis.
6. Assist with the scheduling of seminars, conferences, training, etc. for departmental personnel.

7. Bills utility agencies semi-annually for utility permits issued within that time frame.

8. Bills incorporated towns semi-annually for building permits issued within that timeframe. 
9. Maintains website for Permitting and ensures all forms/documents are up to date.

10. Provides administrative assistance to the Division Director and Chief of Permitting as needed.

11. Provides administrative assistance to the Animal Control Authority, Electrical Board, and Plumbing/Mechanical Board and attends monthly hearings as well as some evening hearings.

12. Processes yearly junkyard licenses.

13. Maintains and releases driveway/utility bonds and checks.
14. Performs related work as required. 

KNOWLEDGE, SKILLS AND ABILITIES:  
1. Thorough knowledge of the operations and processes of permitting. 

2. General knowledge of basic research techniques and report writing. 
3. Ability to keep excellent records.
4. Ability to communicate effectively. 
5. Ability to establish and maintain an effective working relationship with employees and the public.
6. Ability to maintain strict confidentiality as it relates to employees and personnel issues. 
 EDUCATION AND EXPERIENCE:
1. High School diploma 

2. Advanced business school or college training in office management, business administration or related field.
3. Minimum of 5 years of experience in the administrative field and/or customer service.  
A comparable amount of training and experience may be substituted for the minimum qualifications. 

PHYSICAL REQUIREMENTS:
Must have the use of sensory skills to effectively communicate and interact with other employees and the public using the telephone and personal contact as normally defined by the ability to see, read, talk, hear, handle or feel objects and controls. Physical capability to effectively use and operate various items of office related equipment, such as, but not limited to a, personal computer, calculator, copier, and fax machine. No significant standing, walking, moving, climbing, carrying, bending, kneeling, crawling, reaching, and handling, pushing, and pulling. Ability to lift 10 ‑ 15 lbs. for construction drawings or small office equipment.

SPECIAL REQUIREMENTS:
Possession of a valid Driver's License.
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential tasks.
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