
























































1 . . . in The Grove 
 

 Community Development Department 
P. O. Box 900 

Locust Grove, Georgia 30248 
Phone: (770) 957-5043 

Facsimile (770) 954-1223 
 

 

Item Coversheet 
 
Item:  A special event permit request for Cricket Wireless to 

hold a Back to School Event on August 14, 2021. 
 
Action Item:    Yes   No 
 
Public Hearing Item:  Yes   No  
     
Executive Session Item:  Yes   No 
 
Advertised Date:    NA 
 
Budget Item: NA 
 
Date Received:   July 23, 2021  
 
Workshop Date:  N/A 
 
Regular Meeting Date:   August 2, 2021 
 
Discussion: 
 
 The Community Development Department received a request for a Special 
Events Permit from Anna Sweeney, on behalf of Cricket Wireless, for a Back to School 
Event to be held at 4930 Bill Gardner Parkway on August 14, 2021.   
 

• Raffling away a Chromebook, phones, and passing out school supplies to students; 
giving away $100 in gift cards to teachers; Music will be pop/rap/R&B; Bounce 
House on site with a local ice cream vendor. 

o 11:30 AM – 3:00 PM 
 

• Event location(s) 
Ingles Shopping Center Parking Lot 
4930 Bill Gardner Pkwy. 
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Locust Grove, GA 30248 
 

• The duration of the event (including set up and break down) 
o Saturday, August 14, 2021, from 11:30AM until 3PM. 

 
• Contact information for the person who will be onsite during the event 

o Shanika Jackson – 225-572-9448 
 

• Which merchants will have booths at the event? 
o One ice cream vendor with be at the event 

 
• Permission from property owner? 

o Written permission from the property owner must be received by the 
Community Development Department before the Special Event permit is 
released to the applicant. 

 
Comments: 
 

• The Applicant will make arrangements to provide a uniformed officer/deputy for the 
duration of the event. 

 
Recommendation: 
 
I MOVE TO (approve/deny/table) THE REQUEST FOR A 
SPECIAL EVENT PERMIT FOR CRICKET WIRELESS TO 
HOST A BACK TO SCHOOL EVENT ON AUGUST 14, 2021. 



 

SPECIAL EVENTS PERMIT APPLICATION 

Applicant: Submittal Date: 

Organization: Event Date(s)*: 

Type of Event:  Event Time(s): 

*Please provide the following information a minimum of thirty (30) days prior to the event date.  

 This request will be placed on the next available City Council agenda for a hearing. 

The applicant (or designated representative) must attend this hearing. 

Applicant’s local address:   

Applicant’s e-mail address:  

Location of the Event:  

Name and telephone number of onsite contact who will 

be onsite for the duration of the event. 
 

Description of the nature of the special event:    

Identify sponsors and/or merchants participating in the 

event. 
 

Identify types of goods to be sold*, if any  

*Additional permits may be required 
 

Duration of the event 

(including setup and take down) 
 

Description of music/entertainment*: 
*City’s Noise Ordinance prohibits loud music/voices after 

midnight. 

 

 

Additional required information: 

• Written permission from the property owner 

• Legible copy of the applicant’s driver’s license (or other State issued ID) 

• If the event is a road race, parade, march, running or cycling along public streets, attach a proposed route 

for review and approval. 

o List number of police officers/public works staff requested – additional fees may apply 

• All fees* are payable to the City of Locust Grove in the amount of $150  

*If the event is for a non-profit organization wishing to waive the fees, proof of the organization’s 

non-profit status must be submitted. 

• FOR PROFIT EVENTS ONLY: Complete the “Georgia Bureau of Investigation – Georgia Crime Information 

Center Consent Form” for a background check. 

• FOR PROFIT EVENTS ONLY: Complete the attached “E-Verify Affidavit”  

• FOR PROFIT EVENTS ONLY: Complete the attached “Affidavit Verifying Status for Receipt of Public 

Benefits” 

 

Signature: ___________________________________________ Date: ___________________________ 

Revised 7/19 

Anna Sweeney 7/23/2021

Cricket Wireless 8/14/2021
12 - 3 pmParking Lot Event - Back to School

4930 Bill Gardner Pkwy
Locust Grove, GA 30248

12808 W Airport Blvd Ste 200-49
Sugar Land, TX 77478

asweeney@suncommobile.com

Shanika Jackson - 2255729448

Back to School Event

Atlanta Legends, DJ Fly Guy, Children's book author  Janelle Webb

None

11:30 - 3:30

Raffeling away chromebook, phones and passing out 
school supplies for local ATL residents. also giving away 
$100 (10) giftcards to local ATL teachers. Music will be POP/RAP/R&B
Bounce House on site with a local ice cream vendor. 

7/23/2021
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1 . . . in The Grove 
 

 Administration Department 
P. O. Box 900 

Locust Grove, Georgia 30248 
 

Phone: (770) 957-5043 
Facsimile (770) 954-1223 

 
Item Coversheet 
 

Item:  Pay Plan No. 701 of Personnel – COLA/Progression Levels 
 
Action Item:    Yes   No 
 
Public Hearing Item:  Yes   No 
 
Executive Session Item:  Yes   No 
 
Advertised Date:  N/A 
 
Budget Item: Yes, General / Enterprise Funds with personnel assigned 
 
Date Received: July 27, 2021 
 
Workshop Date: N/A 
 
Regular Meeting Date August 2, 2021 
 
Discussion: 
 
Attached is the Ordinance to amend Chapter 701 of the Personnel Policy reflecting changes related to 
personnel staffing and mobility among existing employees. Primarily are the positions of FIRE 
MARSHAL, MECHANIC, and DEVELOPMENT INSPECTOR. Mechanic is being activated, and we 
have a job description for it and Development Inspector. Fire Marshal has been added to Community 
Development, although the position may, like many, be contracted if no qualified applicants are 
available.  
 
Additionally, we added some more progression in the pay scale in the prior year to allow some 
movement beyond just beyond longevity as we grow our overall operations. This enables some further 
movement as we look at more of our overall operations. Primary to this is our “Master Level” for our 
Administrative personnel and that of Lieutenant as well.   
 
Recommendation: 
 
Recommend approval of the Ordinance to Amend Chapter 701 of the Personnel Policy 
“The Pay Plan” and approve the amended/added Positions and Salary Schedule.  



 
ORDINANCE NO. ____________ 

 
AN ORDINANCE TO AMEND THE CITY OF LOCUST GROVE PERSONNEL 

POLICY; TO AMEND NO. 701 ENTITLED “THE PAY PLAN”; TO APPROVE THE 
NEW SALARY SCHEDULE ACCOUNTING FOR PROGRESSION ADJUSMENTS AND 
ADDED OR ACTIVATED POSITIONS; TO PROVIDE FOR CODIFICATION IN THE 
CITY OF LOCUST GROVE PERSONNEL POLICY; TO REPEAL CONFLICTING 
ORDINANCES; TO PROVIDE AN EFFECTIVE DATE; AND FOR OTHER PURPOSES 
 
WHEREAS, the City of Locust Grove, Georgia (“City”) approved a Fiscal Year 2021 Operating 
and Capital Budget authorizing the expenditure for certain departments throughout the City and 
other operating and capital funds; and,  
 
WHEREAS, the Salary Schedule per Section 701 of the Personnel Policy, as shown in Exhibit 
“A”; must show all classifications including new/idle positions as per the approved salary scale 
along with any adjustments, as amended, 
 
WHEREAS, pursuant to the Section 3.51 of the charter of the City of Locust Grove, Georgia, the 
Mayor and City Council hereby amend the Job Classification Manual and the Pay Plan to provide 
for these additional positions and pay classifications. 
 

THE COUNCIL OF THE CITY OF LOCUST GROVE HEREBY ORDAINS 
 
SECTION 1.  Additions of Position in Community Development. The City of Locust Grove 
Personnel Policy is hereby amended by adding the new job description of “Fire Marshal” as 
attached hereto and incorporated herein as Exhibit “A”. 
 
SECTION 2. Adoption of the amended Salary Schedule to Section 701. The following 
amended to Section 701 of the Personnel Policy entitled “The Pay Plan” is hereby amended by 
adopting the new Salary Schedule as attached hereto and incorporated herein as Exhibit “B”. 
 
SECTION 3. The City Clerk is hereby directed to record this Ordinance in the official minutes of 
the City. 
 
SECTION 4.  The Personnel Policy adopted and dated July 12, 2004 is hereby re-adopted in its 
entirety except as amended as the Personnel Policy of the City of Locust Grove. 
 
SECTION 5.  
 

A.  It is hereby declared to be the intention of the City Council that all sections, paragraphs, 
sentences, clauses and phrases of this Ordinance are and were, upon their enactment, 
believed by the City Council to be fully valid, enforceable and constitutional. 

 
B.  It is hereby declared to be the intention of the City Council that, to the greatest extent 
allowed by law, each and every section, paragraph, sentence, clause or phrase of this 
Ordinance is severable from every other Section, paragraph, sentence, clause or phrase of 
this Ordinance. It is hereby further declared to be the intention of the City Council that, to 
the greatest extent allowed by law, no section, paragraph, sentence, clause or phrase of this 
Ordinance is mutually dependent upon any other Section, paragraph, sentence, clause or 
phrase of this Ordinance. 

 



C. In the event that any section, paragraph, sentence, clause or phrase of this Ordinance 
shall, for any reason whatsoever, be declared invalid, unconstitutional or otherwise 
unenforceable by the valid judgment or decree of any court of competent jurisdiction, it is 
the express intent of the City Council that such invalidity, unconstitutionality or 
unenforceability shall, to the greatest extent allowed by law, not render invalid, 
unconstitutional or otherwise unenforceable any of the remaining sections, paragraphs, 
sentences, clauses, or phrases of the Ordinance and that, to the greatest extent allowed by 
law, all remaining Sections, paragraphs, sentences, clauses, or phrases of the Ordinance 
shall remain valid, constitutional, enforceable, and of full force and effect. 

 
SECTION 7.   Repeal of Conflicting Ordinances. Except as otherwise provided herein, all 
ordinances or parts of ordinances in conflict with this ordinance are hereby repealed. 
 
SECTION 8.   Effective Date.  This ordinance shall become effective immediately as adopted by 
the Mayor and Council of the City of Locust Grove. 
 
SO ORDAINED this 2nd day of August, 2021 
 
 
 

________________________________ 
ROBERT S. PRICE, Mayor 

 
ATTEST:      APPROVED AS TO FORM: 
 
 
 
 
_____________________________   ________________________________ 
MISTY SPURLING City Clerk   CITY ATTORNEY 
 

(Seal) 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



EXHIBIT “A” 
 

AMENDMENT COMMUNITY DEVELOPMENT JOB DESCRIPTIONS TO ADD 
POSITION OF FIRE MARSHAL WITH AMENDED FOR DEVELOPMENT 

INSPECTOR 
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City of Locust Grove   Class Specifications 

Job Title:  Community Development Director 
 
Job Summary:  This position directs operations and activities of the Community 
Development Department, including activities involving urban planning, data collection 
and analysis, zoning matters, code enforcement, construction plan review, building permits, 
building inspections and housing inspections, and administrative functions. 
 
Major Duties: 
• Plans, directs, and supervises City Planning & Zoning and Building employees 

engaged in the day-to-day zoning code implementation, long-term comprehensive 
plan activities, permit issuances and regulation and buildings and structure 
inspections; 

• Schedules, assigns, inspects, and evaluates work; instructs and trains in correct 
methods and procedures; monitors work on a daily basis; reviews and evaluates 
employee performance; 

• Administers development and land-use regulations; 
• Administers policies and procedures of the City’s zoning ordinances; 
• Conducts research and field investigations, and makes recommendations and 

decisions as appropriate; interprets development regulations; 
• Implements the Comprehensive Plan through the preparation or revision of 

development regulations; 
• Establishes policies for the administration of zoning, building and site inspection; 
• Makes recommendations to Mayor and Council regarding planning and zoning 

matters; 
• Develops and makes recommendations for amending the zoning ordinance and 

regulations, the land use plan, related maps and building codes; 
• Prepares work programs and budgets for the department and is responsible for 

adherence to approved budgets; 
• Consults with citizens, department heads, and other officials of municipal, county, 

state, and federal governments in order to coordinate all phases of community 
development; 

• Attends all regularly scheduled meetings of the City Council and Historic 
Preservation Commission; 

• Represents the City on various boards, commissions, and special task forces related to 
planning and zoning; 

• Reviews all site plans and zoning requests; 
• Performs related work as required. 
 
Knowledge Required by the Position: 
• Knowledge of comprehensive and current planning principles, procedures, 

techniques, and their implications; 
• Knowledge of development regulations concerning land use and environmental 

matters; 
• Knowledge of principles and practices of engineering and physical design as related  

to city planning;   



City of Locust Grove   Class Specifications 

Job Title:  Community Development Director (continued) 
 
• Knowledge of principles and practices of Public Administration; 
• Knowledge of supervisory and management principles and practices; 
• Skill in dealing with the public; 
• Skill in oral and written communication; 
• Ability to prepare reports, plans, and studies and to accurately interpret ordinances 

and codes; 
• Ability to write reports clearly and in an interesting manner while conveying 

technical information to the general public; 
• Ability to establish and maintain effective working relationships with departmental 

personnel, City personnel, developers, and the public; 
• Ability to deal courteously and tactfully with the public. 
 
Supervisory Controls: This person works in the department of Community 
Development under the direct supervision of the City Manager. 
 
Guidelines: Guidelines include land use laws, planning principles, State and Federal 
laws, real estate law, City codes, construction codes, fire codes, and the federal ADA.  
These guidelines require judgment, selection and interpretation in application. 
 
Complexity:  This position consists of varied analytical, supervisory and technical 
assistance tasks. 
 
Scope and Effect:  The purpose of this position is to manage the development of the 
City.  Successful performance helps ensure the orderly development of the City, affects 
the quality of economic opportunity for city residents, and affects the image of the City. 
 
Personal Contacts:  Contacts are typically with the general public, property owners, real 
estate developers, attorneys, architects, engineers, bankers, landscape architects, elected 
officials, and Local, State and Federal officials. 
 
Purpose of Contacts:  Contacts are typically to give and exchange information, resolve 
problems and provide services. 
 
Physical Demands:   Work is typically performed with the employee sitting, standing, 
walking, bending, crouching or stooping.  The employee must occasionally lift light to 
moderately heavy objects and use tools that require a high degree of dexterity.  
 
Work Environment:  The work is typically performed in an office with occasional field 
trips to work sites.  
 
Supervisory and Management Responsibility: This position has direct supervision 
over the permit process and the Administrative coordinator.  
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Job Title:  Community Development Director (continued) 
 
Minimum Qualifications: 
Bachelor’s degree required in Urban Planning, Public Administration or related field; 
Master’s degree preferred; AICP preferred; at least eight (8) years of progressively 
responsible experience in planning, zoning and development review, must possess valid 
State of Georgia driver’s license; equivalent combination of education and experience. 
 
Pay Grade –  Community Development Director I Grade 73 
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Job Title: Planner 
 
Job Summary. The purpose of this classification is to perform professional planning and 
community development tasks by processing applications, building permits, and business 
license requests while monitoring zoning ordinance and code compliance. Attends a 
variety of meetings to present information and provide professional recommendations 
concerning various planning issues  
 
The following duties are normal for this position. The omission of specific statements of the 
duties does not exclude them from the classification if the work is similar, related, or a logical 
assignment for this classification. Other duties may be required and assigned. 
 
Major Duties: 
 

• Communicates with the development community and the general public to 
gather and provide information regarding planning, zoning, and development 
issues; provides information and answers to the public concerning zoning 
regulations; assists applicants in completing application forms; attends various 
board meetings to provide information and answers regarding applications and 
related issues; advises board members of zoning ordinances and code 
requirements; notifies code enforcement staff when site visits and citations may 
be necessary. 

 
• Conducts technical review and analysis of information; reviews files to present 

information; reviews board applications and plans for code compliance; reviews 
administrative variances and exception plats and forwards for approval; reviews 
final plats and division plats for completeness and approval; ensures plans are 
drawn to architectural or engineering scale. 

 
• Performs tasks involving various applications; reviews applications for 

compliance with zoning ordinances; assists in determining if any additional 
review of an application is necessary; meets with applicants to discuss project; 
prepares correspondence notifying applicants of information missing from 
applications; reviews rejected applications to determine missing information; 
revises and formulates recommendations and conditions for approval of 
applications; researches approved applications to determine compliance with 
Board requests; visits application sites, visually examines and photographs site; 
reviews photographs of sites; forwards application materials and related 
information to Board members; reviews sign permit applications for compliance 
and issues approval or rejection. 
 

• Receives, reviews, and processes rezoning applications; reviews and approves 
the surveys, site plans, and variance requests within the rezoning applications; 
inspects the site during the rezoning process; photographs the area involved in 
the rezoning; coordinates and attends neighborhood meetings affected by the  
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Job Title: Planner (Continued) 
 

rezoning; gathers historical information involving the rezoning area; writes the 
initial draft of  
 

• the staff report, submits to supervisor for review, and revises the report as directed; 
presents the rezoning application to the commission; notifies applicant of 
incomplete application and deficiencies within the plan; discusses issues involved 
in the rezoning with outside agencies; reviews and approves related media ads and 
signs; writes action letters regarding rezoning outcome. 

 
• Maintains and updates the City’s Comprehensive Plan: provides information and 

interpretation of the plan to City officials and the public; coordinates or assists 
with the annual update; and coordinates with the Department of Community 
Affairs and the Atlanta Regional Commission in regard to meeting the state 
mandated legal requirements necessary to maintain the City’s “Local Qualified 
Government” status. 

 
• Performs technical tasks in completing daily duties; assesses proposed commercial 

development to determine if further approval by a board is necessary; assigns 
addresses to new projects; researches complex issues; conducts special research 
projects as assigned. 

 
• Attends and participates in a variety of meetings and sessions; coordinates and 

conducts interagency meetings; attends legal meetings to review zoning 
applications; attends weekly staff meetings to provide updates and present issues 
or concerns; attends development plan review meetings; attends public meetings. 

 
• Processes requests for building permits; review building permit plans for 

compliance with all zoning codes and additional conditions as set forth by the 
board; informs building permit applicants of zoning deficiencies in their 
submittal; reviews correspondence prepared for building permit applicants; issues 
denial of permit request based on zoning issues. 

 
• Processes business license requests from thee Business License Clerk; determines 

if a proposed business is allowed at requested site under zoning ordinances; visits 
business license sites to determine need for further approval by board; approves 
business licenses requests; forwards business information to appropriate 
department for notification; reviews denial of business license requests for 
applicants and provides information regarding the situation. 
 

• Receives and review land disturbing permit plans; approves or denies plans based 
on compliance; attends land development permitting meetings. 
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Job Title: Planner (Continued) 
 
Knowledge Required by the Position: 
 
• Knowledge of comprehensive and current planning principles, procedures, 

techniques, and their implications; 
• Knowledge of development regulations concerning land use and environmental 

matters; 
• Knowledge of principles and practices of engineering and physical design as related  

to city planning;   
• Knowledge of principles and practices of urban and regional planning; 
• Skill in dealing with the public; 
• Skill in oral and written communication; 
• Ability to prepare reports, plans, and studies and to accurately interpret ordinances 

and codes; 
• Ability to write reports clearly and in an interesting manner while conveying 

technical information to the general public; 
• Ability to establish and maintain effective working relationships with departmental 

personnel, City personnel, developers, and the public; 
• Ability to deal courteously and tactfully with the public. 
 
Supervisory Controls: This person works in the department of Community 
Development under the direct supervision of the Community Development Director. 
 
Guidelines: Guidelines include land use laws, planning principles, State and Federal 
laws, real estate law, City codes, construction codes, fire codes, and the federal ADA.  
These guidelines require judgment, selection and interpretation in application. 
 
Complexity:  This position consists of varied analytical, supervisory and technical 
assistance tasks. 
 
Scope and Effect:  The purpose of this position is to manage the development of the 
City.  Successful performance helps ensure the orderly development of the City, affects 
the quality of economic opportunity for city residents, and affects the image of the City. 
 
Personal Contacts:  Contacts are typically with the general public, property owners, real 
estate developers, attorneys, architects, engineers, bankers, landscape architects, elected 
officials, and Local, State and Federal officials. 
 
Purpose of Contacts:  Contacts are typically to give and exchange information, resolve 
problems and provide services. 
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Job Title:  Planner (continued) 
 
Physical Demands:   Work is typically performed with the employee sitting, standing, 
walking, bending, crouching or stooping.  The employee must occasionally lift light to 
moderately heavy objects and use tools that require a high degree of dexterity. Operates a 
personal computer, printer, fax machine, copier, phone system, measuring wheel, architect 
and engineering scale, light table, Planimeter, tape measure, and other equipment as 
necessary to complete essential functions, to include the use of word processing, 
spreadsheet, and other system software utilized by the department. 
 
Work Environment:  The work is typically performed in an office with occasional field 
trips to work sites.  
 
Supervisory and Management Responsibility: This position has direct supervision 
over the permit process and the Administrative coordinator.  
 
Bachelor’s degree in Urban and Regional Planning, Construction Management or closely 
related field; three years of experience in planning or property development activities 
preferred; or any equivalent combination of education, training, and experience which 
provides the requisite knowledge, skills, and abilities for this job. Must possess and 
maintain a valid Georgia driver’s license. 
 
Minimum Qualifications: 
Bachelor’s degree required in Urban Planning, Public Administration or related field; 
Master’s degree preferred; AICP preferred; at least eight (8) years of progressively 
responsible experience in planning, zoning and development review, must possess valid 
State of Georgia driver’s license; equivalent combination of education and experience. 
 
Pay Grade –  Planner I – Grade 62 
  Planner II – Grade 65 
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Job Title: Code Enforcement Officer 
 
Job Summary: This position is responsible for on-site inspections of commercial and 
residential properties in the City including the investigation of potential violations and the 
enforcement of municipal codes, ordinances and regulations. 
 
Major Duties: 
• Investigates complaints of violation of City code, appropriate zoning ordinances, sign 

regulation and related laws, ordinances, or codes; issues courtesy notices, notices of 
violation, citations, correction notices, and stop work orders to ensure compliance; 
conducts follow-up investigations to ensure compliance with applicable codes and 
ordinances; 

• Patrols and monitors assigned area including demolition, new construction, 
renovation, housing violations and basic building and mechanical inspections;  

• Seeks compliance with City  ordinances from citizens and businesses; acts as liaison 
between the complainants, alleged violators and the City;  

• Meets with owners, tenants, contractors, developers, businesses, etc. to review and 
explain code requirements, violations and/or potential violations; secures code 
compliance; 

• Prepares written reports of inspections as specified by department procedures; issues 
warnings and citations when violations are proven; 

• Maintains files and records related to citations and violations; prepares a variety of 
written reports, memoranda and correspondence; 

• Inputs and retrieves a variety of information using a computer terminal; 
• Answers, inquiries and provides information to the general public regarding existing 

code regulations and policies; 
• Performs other related duties as assigned. 
 
Knowledge Required by the Position: 
• Knowledge of general codes, ordinances, laws and regulations;  
• Knowledge of safe and efficient work practices as they relate to code enforcement; 
• Knowledge of principles, practices, methods and techniques of code violation 

investigation and enforcement; 
• Knowledge of general City services and municipal organizational structure as they 

relate to code enforcement;  
• Knowledge of City codes, ordinances, laws and regulations pertaining to code 

enforcement; 
• Ability to learn principles, practices, methods and techniques of code violation 

investigation and enforcement; 
• Ability to learn City codes, ordinances, laws and regulations pertaining to code 

enforcement;  
• Ability to learn, interpret and apply State and local policies, procedures, laws and 

regulations; 
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Job Title: Code Enforcement Officer (continued) 
 
• Ability to maintain and update records, logs and reports; 
• Ability to learn enforce pertinent codes, ordinances, laws and regulations with 

impartiality and efficiency; 
• Ability to learn respond to inquiries, complaints and requests for service in a fair, 

tactful and firm manner; 
• Ability to learn work independently in the absence of supervision; 
• Ability to learn operate and use modern office equipment including a computer; 
• Ability to learn communicate clearly and concisely, both orally and in writing; 
• Ability to establish and maintain cooperative working relationships with those 

contacted in the course of work. 
 
Supervisory Controls: The Community Development Director assigns work in terms of 
general instructions. 
 
Guidelines:  Guidelines include City codes, building codes, City personnel regulations 
and established practices.  These guidelines are clear and specific, but may require some 
interpretation in application. 
 
Complexity:  The work consists of related administrative and technical support tasks.  
The variety of tasks and frequent interruptions contribute to the complexity of the work. 
 
Scope and Effect:  The purpose of this position is to provide technical and administrative 
support to the department.  Successful performance helps ensure the efficient and 
effective operation of the department. 
 
Personal Contacts:  Contacts are typically with residents, business owners, land owners, 
co-workers, department heads, other City employees, developers, engineers, architects, 
contractors, consultants, attorneys, real estate personnel, vendors, board members and the 
general public. 
 
Purpose of Contacts:  Contacts are typically to give or exchange information, resolve 
problems and provide services. 
 
Physical Demands:  Although some of the work is performed sitting at a desk with 
intermittent standing, walking and stooping, most is done outside and requires bending, 
crouching, climbing ladders and frequently lifting light objects. This position also 
requires time spent sitting in an automobile in transit to inspection sites. 
 
Work Environment:  Work is typically performed outdoors on construction sites where 
the employee is exposed to hot/cold/inclement weather, dust, dirt, construction machinery 
and noise. Work is also performed in an office setting. 
 
Supervisory and Management Responsibility: None. 
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Job Title: Code Enforcement Officer (continued) 
 
Minimum Qualifications: 
Associate’s degree or two (2) years of course work at a trade or vocational school in 
inspection or code enforcement; two (2) to three (3) years of experience in inspections or 
code enforcement; possession of a valid State of Georgia driver’s license (Class C) and a 
satisfactory motor vehicle record (MVR); equivalent combination of education and 
experience.  
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Job Title: Development Inspector (SESC/Stormwater/Plans) 
 
Job Summary:   This is a technical and routine position.  Work involves moderately 
difficulty inspection activities to ensure compliance with soil erosion, stormwater, 
development and subdivision site development regulations, including zoning. 
 
Major Duties: 
• Reviews plans; performs field inspections before, during, and after construction; files 

inspection reports to ensure compliance with approved plans, specifications, proper 
construction records, and general project compliance; 

• Posts site violations, gathers and secures necessary evidence which may be used in 
court proceedings; 

• Investigates citizen complaints, and when appropriate, recommends changes to insure 
compliance with the intent of applicable soil erosion and stormwater regulations; 

• Prepares and maintains accurate records and reports on inspection and office 
activities;  

• Prepares updates the Storm Water Management Program documents on an annual 
basis and as required by changes in the General Permit. 

• Assists and advises consultants, engineers, developers, and subordinate 
Environmental Inspectors and staff on compliance with erosion control, floodplain, 
and other environmental ordinances and regulations; 

• Disseminates technical information, both verbally and by written correspondence, on 
a variety of environmental issues, including floodplains, soil conditions, and building 
requirements concerning land disturbance activities and stormwater management; 

• Coordinates with other federal, state, and local government agency representatives, 
including scheduling meetings, to ensure all applicable ordinances and regulations are 
met; 

• Perform other related duties as assigned. 
 
Knowledge Required by the Position: 
• Knowledge of and experience with the laws, ordinances, and regulations of the 

activities administered; 
• Knowledge and experience with the geography, geomorphology, and mapping of the 

City, including soil erosion, floodplains and wetlands; 
• Knowledge and experience with Stormwater Management programs; 
• Ability to read, analyze, and interpret professional documents, technical procedures 

or governmental regulations; 
• Ability to effectively present information and respond to questions from supervisors, 

customers, and the general public; 
• Ability to solve practical problems and deal with a variety of variables in situations 

where limited standardization exists; 
• Ability to interpret a variety of instructions furnished in written, oral, diagram, or 

schedule form; 
• Ability to use a computer. Good knowledge of PC operations and software (Word 

processing and spreadsheet) are required. Good typing skills are also required. 
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Job Title: Development Inspector (Continued) 
 

• Ability to communicate clearly and concisely, both orally and in writing. 
• Ability to establish and maintain effective working relationships with those contacted 

in the course of work.  
 
Supervisory Controls: This position works under the direction of the Community 
Development Director. 
 
Guidelines:  Pertinent Federal, State, and Local laws, codes and regulations. 
 
Complexity:  The work consists of a variety of administrative, analytical and technical 
duties.   
 
Scope and Effect:  The purpose of this position is to inspect development sites to ensure 
compliance with soil erosion site development regulations.  Lack of accuracy may result 
in unsafe and hazardous sites and developments. 
 
Personal Contacts:  Contacts are typically with co-workers, a builder, developers, 
engineers other City employees, vendors and the general public. 
 
Purpose of Contacts:  Contacts are typically to give and exchange information, resolve 
problems, and provide services. 
 
Physical Demands:  Primary functions require sufficient physical ability and mobility to 
walk, stand, and sit for prolonged periods of time; to frequently stoop, bend, kneel, 
crouch, reach, twist, grasp, and make repetitive hand movement in the performance of 
daily duties; to lift, carry, push, and/or pull light to moderate amounts of weight; to 
operate assigned equipment and vehicles; and to verbally communicate to exchange 
information. 
 
Work Environment:  The conditions herein are representative of those that must be met 
by an employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential job functions. Environment: Inside and outside environment; travel from site to 
site; exposure to noise, dust, grease, smoke, fumes, noxious odors, gases, mechanical and 
electrical hazards, and all types of weather and temperature conditions; work and/or walk 
on various types of surfaces including slippery or uneven surfaces and rough terrain; 
work at heights. 
 
Supervisory and Management Responsibility:  None.   
 
Minimum Qualifications: 
Associates degree from an accredited college or university with coursework in civil 
engineering, geology, soil science, geography, and related subjects; Five (5) years of 
experience as a Soil Erosion and/or Development/Stormwater Inspector; equivalent 
combination of education and experience. Level IA, IB, and II Soil Erosion Cert. 
Pay Grade: This is a pay classification of Grade 64 
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Job Title:  Building Official 
 
Job Summary:  This position is responsible for ensuring residential and commercial 
project safety and code compliance through regular field inspections including 
foundations, electrical, plumbing, HVAC, erosion and sedimentation control, and final 
inspections for occupancy.  
 
CLASS CHARACTERISTICS 
BUILDING OFFICIAL    This is an entry-level position. 
 
CHIEF BUILDING OFFICIAL This is a skilled, lead worker position; 

supervises Building Inspector I. 
 
Major Duties: 
• Conducts field inspections of residential and commercial construction sites and 

structures to ensure compliance with city, county, state and federal codes, ordinances 
and regulations; maintains inspection log;            

• Conducts pre-construction meetings; 
• Reviews plan and construction documents; 
• Reviews, inspects and recommends corrective action for drainage and erosion and 

sedimentation control on individual subdivision and/or commercially developed lots; 
• Interprets codes and ordinances for contractors and property owners, answers 

questions related to building construction, codes and regulations; 
• Inspects unsafe buildings to include those that are burned or abandoned and 

recommends abatement procedures if appropriate; 
• Inspects buildings for type of occupancy in relation to building type; 
• Issues warnings; stop work orders and citations for non-compliance; 
• Inputs inspection reports in computer for access and storage; 
• Attends and participates in meetings regarding assigned site locations and projects; 
• Performs other duties as assigned. 
 
Knowledge Required by the Position: 
• Knowledge of City and department policies and procedures; 
• Knowledge of City, State and National building codes; 
• Knowledge of erosion and sedimentation control standards, construction methods and 

materials; 
• Knowledge of occupational hazards and safety precautions; 
• Knowledge of generally accepted engineering, construction and building practices; 
• Skill in using independent judgment and discretion; 
• Skill in prioritizing and scheduling assignments; 
• Skill in communicating effectively with contractors, builders, developers, the general 

public and members of diverse cultural and linguistic backgrounds; 
• Skill in basic computer applications for word processing and spreadsheets; 
• Skill in operating voltage/ amperage testers; 
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Job Title:  Building Official (continued) 
 
• Ability to maintain routine records; 
• Ability to establish and maintain cooperative and effective working relationships with 

others; 
• Ability to operate City vehicles. 
 
Supervisory Controls:  The Community Development Director assigns work in terms of 
detailed and general instructions.  Work is spot-checked and reviewed for accuracy and 
the nature and propriety of the final results. 
 
Guidelines:  Guidelines include City and department policies and procedures, City codes 
and ordinances, zoning ordinances, national building codes and regulations.  These 
guidelines require sound judgment and interpretation in application.   
 
Complexity:  The work consists of varied duties in the inspection of residential and 
commercial construction and development. 
 
Scope and Effect:  The purpose of this position is to inspect residential and commercial 
construction and development projects to ensure compliance with city regulations and 
specifications, to ensure a safe work environment and to ensure work is performed in 
compliance with approved erosion and sedimentation control procedures. 
 
Personal Contacts:  Contacts are typically with co-workers, contractors, builders, 
developers and the general public. 
 
Purpose of Contacts:  Contacts are typically to give and exchange information, resolve 
problems and provide services. 
 
Physical Demands:  Work is typically performed with the employee walking, sitting, 
standing, bending, kneeling, crouching or crawling.  The employee must occasionally lift 
light to moderately heavy objects, climb ladders, use tools or equipment that require a 
high degree of dexterity, and distinguish between shades of color.   
 
Work Environment:  The work is typically performed outside at construction sites and 
may include occasional exposure to hot, cold or inclement weather, rough terrain, noise, 
dust, dirt and machinery with moving parts.   At times the employee may be required to 
wear protective equipment. 
 
Supervisory and Management Responsibility:   The Chief Building Inspector position 
holds supervisory and management responsibility over the Building Inspector I position.  
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Job Title:  Building Official (continued) 
 
Minimum Qualifications: 
BUILDING OFFICIAL  – Associates degree of technical coursework in related field; two 
(2)  years of related experience; must possess certification by International Code Council 
as Commercial Combination Inspector, Residential Combination Inspector and ICC; must 
be licensed by State Construction Board and hold certification from International Code 
Council by each construction trade/practice; must possess valid State of Georgia driver’s 
license; equivalent combination of education and experience. 
    
CHIEF BUILDING OFFICIAL – Bachelor’s degree or college coursework in 
architecture or engineering; minimum of five (5) years of related  experience in 
construction trade; must possess certification by International Code Council as 
Commercial Combination Inspector; Residential Combination Inspector and ICC 
Building Plans Examiner;  must be licensed by State Construction Board and hold 
certification from International Code Council by each construction trade/practice; must 
possess valid State of Georgia driver’s license; equivalent combination of education and 
experience. 
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Job Title:  Fire Marshal 
 
Job Summary:  The Fire Marshal directly oversees and manages fire prevention 
activities conducted by the City of Stockbridge, including fire investigations, plan review 
process, community education, fire code inspection / enforcement, permit issuance, 
educating citizens in the relevant areas of fire prevention, and is responsible for the 
overall administration of the Fire Prevention Division’s programs and services; Works 
closely with the planning & zoning, businesses services, code enforcement, and building 
divisions; Coordinates and collaborates with the County’s fire departments and fire 
agencies regarding fire code development, adoption of standards and fire code 
enforcement; advocates for fire service issues. 
 
The Fire Marshall reports first to the City Manager and then to the Asst. City Manager 
and the Community Development Director to keep them informed of all functions and 
important matters concerning fire prevention activities. The majority of work is 
performed in an office environment with trips to locations within the surrounding 
community for the purpose of performing inspections, investigating fires and emergency 
scenes, and speaking before community groups. 
 
CLASS CHARACTERISTICS 
FIRE MARSHAL This is a skilled, technical position that is subject to 

appointment by the Mayor under the approval of the 
City Council and may sometimes be subject to a 
contracted position. 

 
Major Duties: 
 
Essential functions will vary according to the work environment and may include, but are 
not limited to, the following: 
 
• Develop, implement, and oversee a comprehensive Fire Prevention Division and 

associated community risk reduction programs. Evaluate Fire Prevention Division 
activities and goals on a regular basis and make adjustments as appropriate. 
Coordinate the fire prevention activities with other programs of the City. 

• Oversee and review annual inspection program. Interpret codes and provide 
mitigating solutions for Fire Prevention and Suppression personnel and 
building/business owners. 

• Develop, implement and conduct procedural methods and practices for reviewing 
plans, conducting inspections and investigating fire loss incidents. 

• Conduct field inspections of construction projects and inspect buildings and facilities 
as necessary. Evaluate and enforce existing fire safety conditions and Federal, State 
and local codes applicable to fire safety. 

• Assist in the development and implementation of City policies, goals, objectives and 
priorities and recommend policy, procedure and ordinance revisions as necessary. 
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Job Title:  Fire Marshal (continued) 
 
• Prepare and administer Fire Prevention budget, based on goals and objectives of Fire 

Prevention Division and the City. Make presentations before the city council, boards 
and committees on fire prevention matters, as necessary. 

• Meet with and assist architects, engineers, contractors and others involved in 
development and construction activities where fire codes, ordinances or standards 
may affect such activities. 

• Provide fire prevention content training to City personnel. 
• Conduct and oversee emergency scene and fire investigations, determine cause and 

origin, and coordinate activities with law enforcement. 
• Maintain complete and permanent records of all Fire Prevention Division activities 

including: public education contacts, inspections made, conditions corrected, citizen 
complaints, special hazards, the cause of fires occurring within the City, the owner 
and occupant of the property involved, and loss of such property and other 
information considered necessary. 

• Submit monthly and annual reports to the Community Development Director 
summarizing fire prevention activities. 

• Attend regional and state meetings of related agencies, and other relevant meetings/ 
conferences to maintain current knowledge of regional affairs, with impact to Fire 
Prevention activities. Stay current with code interpretations, fire investigation and 
public education programs/techniques. 

 
Knowledge, Skill, and Abilities: 
 
Knowledge of: 
• Principles, methods and practices of modern fire prevention management, fire 

suppression activities and investigation techniques; 
• Pertinent Federal, State, and local laws, codes and regulations; 
• Hazardous materials, associated properties of those materials, and the ability to apply 

applicable codes regulating those materials; 
• Principles and practices of personnel management including training, performance 

evaluation, and conflict management; 
• Fire investigation procedures; 
• Budget preparation and administration; 
• Current computer applications utilized by the City and utilize applications to perform 

and complete tasks and/or requirements of the job and ability to learn and apply new 
technologies and skills; 

• Business letter writing, basic report preparation, and principles and procedures of 
record keeping; 

• Modern office procedures, methods and equipment. 
 
Skills in: 
• Effectively handling difficult or sensitive issues, using professionalism and an 

understanding of organizational culture; 
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Job Title:  Fire Marshal (continued) 
 
• Using interpersonal skills in a tactful, patient and courteous manner; 
• Strong problem-solving skills including anticipating, analyzing, diagnosing and 

resolving problems; 
• Using initiative and independent judgment within established guidelines; 
• Delivering effective instructor-led training, both formal and informal, to various 

audiences and ability to effectively present information to moderate size groups. 
 
Abilities to: 
• Evaluate programs, policies and procedures, analyze Fire Prevention Division 

activities and take effective action to improve Fire Prevention division operations or 
resolve problems; 

• Understand, interpret and apply documents such as operating instructions, applicable 
policies, procedures, codes, adopted ordinances and safety rules; 

• Perform under considerable stress while confronted with emergency situations related 
to the job of a Fire Marshal; 

• Maintain confidentiality; 
• Maintain and establish effective and cooperative working relationships with City 

employees, public and public officials and to work effectively in a team environment; 
• Adapt to changes in the work environment and to shifts in organizational philosophy 

and expectations; 
• Conduct oneself in a professional manner as defined by City policy; 
• Learn and possess working knowledge of geography and street locations of City 

response areas; 
• Communicate in English clearly, concisely, and effectively, both orally and in 

writing; 
• Add, subtract, multiply and divide in all units of measure, using whole numbers, 

common fractions, and decimals. 
 
Supervisory Controls: Work may be assigned by the City Manager in addition to overall 
tasks and direction within his/her own technical demands and skill for knowledge of 
necessary work tasks in this field. This position supervises assigned employees; provides 
technical support to operations personnel regarding code compliance matters; directs 
operations personnel during an incident’s investigation phase. 
 
Minimum Qualifications: 
 
Education/Experience: 
 
• 2 years of college level course work in Fire Science, Public Administration or related 

field AND 10 years of progressive experience in fire service with at least 5 years of 
experience in fire prevention involving fire investigation, code enforcement, public 
education, instructional techniques and methodology OR equivalent 
education/experience. 
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Job Title:  Fire Marshal (continued) 
 
• Supervisory experience is preferred. 
 
Certificates and Licenses: 
 
• A valid Georgia State Driver’s License is required. 
• International Code Council or IFSAC Fire Inspector I & II certifications are required. 
• International Code Council Fire Plans Examiner, National Fire Protection Assessment 

certification or equivalent education/experience is required. 
• IFSAC or IAAI Fire Investigator certification is preferred (Must attain within 12 

months) 
• NIMS certifications (as determined by the Fire Chief) are required within 90 days of 

hire. 
• IFSAC Fire Instructor I certification is preferred. 
 
Physical Demands: The physical demands described here are representative of those that 
must be met by an employee to successfully perform the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions. 
 
While performing the duties of this job, an employee is regularly required to talk and 
hear; use hands or fingers to handle and feel; and frequent use of the telephone and 
computer while communicating with internal and external customers; requires manual 
dexterity and visual acuity to operate personal computer or other standard office 
equipment, job site inspections and investigations. Employee may sit for several hours 
each day but will also need mobility and ability to stand and walk continuously for long 
periods of time. Employee may seldom lift, push, or pull up to 50-100 pounds in the 
course of an investigation. Work may occasionally require the employee to climb, 
balance, bend, stoop, kneel, crouch, and/or crawl. This position may require the employee 
to work under stressful conditions due to deadlines and time constraints. 
 
This position will require the employee to perform strenuous work seldom, for extended 
periods of time, while performing some or all of the following: 
 
• Wear a respirator (SCBA); 
• Wear and/or carry over 50lbs of protective clothing/equipment; 
• Work in an overheated, extreme cold or wet environment; 
• Work under adverse or stressful conditions. 
 
Work Environment: The work environment characteristics described here are 
representative of those an employee encounters while performing the essential functions 
of this job. The work area will encompass a wide variety of settings including: 
administrative duties in an office setting; occasionally works outside, in poor weather 
conditions, in hazardous traffic areas, in and around structures that may be hazardous 
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and/or unstable, and under unfavorable or unsanitary conditions, which may include 
biohazards, air and blood-borne pathogens. The noise level in the work environment is 
usually moderate but may reach extremes where hearing protection is required. 
 
Special Requirements/Tasks/Duties 
 
• Requires ability to pass a pre-employment drug screening examination and any 

subsequent testing. 
• Requires ability to pass a comprehensive background check. 
• Employee must be insurable under the City’s existing vehicle and umbrella liability 

insurance carrier. 
 
Pay Grade: This is a pay classification range of Level 71 – 74, depending on level of 
qualifications and experience.  
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Job Title: Permit Coordinator I/II 
 
Job Summary: This position is responsible for assisting in implementing the City 
building license and permit process.  Work involves a variety of routine clerical and 
administrative work to support the day-to-day operations of the Community Development 
Department.  
 
Major Duties: 
• Reviews and processes residential and commercial permit applications; compile and 

distribute plans; arranges preconstruction meetings with various agencies; issues permits; 
collects fees; receives inspection requests; issue certificates of occupancy; 

• Secures inspection approval and records project completion; 
• Reviews plans to ensure applicant has filled out the required forms and that submitted plans 

are routed to review officials; 
• Traces and monitors the review process; calculates permit fees for applicants; ensures proper 

allocation and collection verification of development impact fees and water and sewer tap 
fees. 

• Receives visitors, schedules appointments, and receives calls for information requests, 
directing caller or relaying information to the appropriate party; may open, sort and distribute 
mail; 

• Coordinates activities to ensure timely submission of documents or information that may be 
required of several staff personnel to complete a major project; 

• Coordinates with the Occupational Tax/Regulatory Fee licensing process to maintain proper 
certificates of occupancy are kept on existing business locations when there are changes to 
ownership or occupancy. 

• Types drafts and finished documents of a variety of materials from written or verbal 
instruction;  

• Composes a variety of letters, memoranda, instructions, and other documents on own 
initiative or from brief notes or verbal instructions; 

• Performs other related duties as required. 
 
Knowledge Required by the Position: 
• Knowledge of basic office skills, practices and procedures, including filing and general 

clerical functions; 
• Knowledge of rules, regulations and ordinances pertaining to business licensing; 
• Knowledge of business and general accounting principles including the ability to prepare 

purchase orders, deposit slips and invoices; 
• Skill in operating modern office equipment; 
• Ability to schedule, organize, and execute assigned tasks and understand and follow oral and 

written instructions; 
• Ability to communicate, meet and deal with the public and employees in a pleasant, 

courteous manner; 
• Ability to handle multiple interruptions and adjustments to priorities throughout day; 
• Ability to accurately record and transfer data from one source to another, and maintain strict 

confidentiality. 
• Level II proficiency in Incode Building Project Module, including editing and adjustment to 

fees and inspections as directed by the Community Development Director and/or the Chief 
Building Official. 
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Job Title: Permit Coordinator I/II (continued) 
 
Supervisory Controls:  The Director of Community Development assigns work in terms 
of department goals and objectives.   
 
Guidelines:  Guidelines include City and departmental policies and procedures, City 
zoning ordinances, City building codes as adopted, City development impact fee 
ordinance as adopted, the State NAIC Code book and Secretary of State policies and 
regulations. Guidelines require sound judgment and interpretation. 
 
Complexity:  The work consists of a variety of technical and administrative duties. The 
level of complexity and problem solving increases for Level II proficiency. 
 
Scope and Effect: The purpose of this position is to coordinate and implement activities 
related to the issuance of certificates of occupancy of lawful business license holders and 
construction permits. 
 
Personal Contacts: Contacts are typically with co-workers and the general public, 
including builders, developers, other government agencies, and business owners. 
 
Purpose of Contacts: Contacts are typically to give and exchange information, resolve 
problems and provide services. 
 
Physical Demands: The work is typically performed with the employee sitting at a desk.  
The employee uses tools or equipment requiring dexterity. 
 
Work Environment:  The work is typically performed in an office. 
 
Supervisory and Management Responsibility:  None.   
 
Minimum Qualifications: 
 
(Level I) High School diploma or equivalent; three (3) years of professional experience in 
permit issuance; equivalent combination of education and experience. 
 
(Level II) High School diploma or equivalent; Associates Degree or advance degree 
preferred; five (5) years of professional experience in permit issuance in a government 
setting; equivalent combination of education and experience. 
 
Pay Grade(s): 
 
Permit Coordinator I  (Grade 53)  
Permit Coordinator II  (Grade 56) 
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Job Title:  Administrative Coordinator—Community Development 
 
Job Summary: This position is responsible for a wide variety of routine clerical and 
administrative duties.  Work includes assisting the development of the Planning and 
Zoning staff with a variety of tasks. 
 
Major Duties: 
• Greets visitors and receives and responds to inquiries verbally and in writing; directs 

visitors/callers to appropriate person or department; 
• Provides clerical and administrative support for the Community Development 

Department; 
• Manage department accounts payable; 
• Attend various meetings; record minutes; 
• Coordinates communications with other departments and City employees; 
• Organizes and maintains files; 
• Maintains various databases; 
• Assists customers with completing and submitting zoning applications; 
• Coordinates meetings for Community Development staff as needed; 
• Serves as recording secretary for various group meetings; attends meetings and 

transcribes minutes; 
• Types letters, reports and other documents as assigned;  
• Receives, sorts and distributes mail; 
• Maintains inventory of general office supplies;  
• Researches public records to determine legal description of properties; 
• Responsible for maintaining invoices, finances, billing and other related duties; 
• Performs other duties as assigned. 
 
Knowledge Required by the Position: 
• Knowledge of City and department policies and procedures; 
• Knowledge of general office principles and practices; 
• Knowledge of City zoning ordinances and other relevant ordinances and regulations; 
• Skill in operating modern office equipment; 
• Skill in computer applications for word processing, spreadsheets and presentations; 
• Skill in organizing and maintaining filing systems; 
• Skill in oral and written communications; 
• Ability to handle multiple interruptions and adjustments to priorities throughout the 

day to meet critical deadlines; 
• Ability to use tact and courtesy in dealing with the general public, as well as with 

employees of other City departments the various county offices in all types of 
contacts arising during daily work activities; 

• Ability to research public records and interpret and apply information appropriately; 
• Ability to transcribe reports and business correspondence; 
• Ability to understand and accurately carry out oral and written instructions; 
• Ability to maintain confidentiality. 
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Job Title:  Administrative Coordinator—Community Development 
 
Supervisory Controls:  Work is assigned by the Community Development Director in 
terms of department goals and objectives.   Work is spot-checked and reviewed for 
accuracy and nature and propriety of final results. 
 
Guidelines:  Guidelines include department policies and procedures, City ordinances and 
regulations pertaining to planning, development and zoning issues.  
 
Complexity:  The work consists of a variety of administrative and clerical duties. 
 
Scope and Effect: The purpose of this position is to support the efficient operation of the 
department through coordination of a wide variety of administrative and clerical duties.   
 
Personal Contacts: Contacts are typically with co-workers, developers, real estate and 
design professionals and the general public. 
 
Purpose of Contacts: Contacts are typically to give and exchange information and 
provide services. 
 
Physical Demands: The work is typically performed with the employee sitting at a desk.  
The employee uses tools or equipment requiring a moderate degree of dexterity. 
 
Work Environment:  The work is typically performed in an office. 
 
Supervisory and Management Responsibility:  None.   
 
Minimum Qualifications: 
High School diploma or equivalent; experience in general office environment; equivalent 
combination of education and experience.  
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Job Title: Economic Development Coordinator 
 
Job Summary: The primary purpose of this position is to coordinate economic 
development activities for the City including the Better Hometown program, downtown 
development and other downtown and city special events. 
 
Major Duties: 
• Assists with the development and implementation of strategies to attract businesses to 

the downtown district; 
• Insures compliance of Better Hometown program with the State program office; 
• Prepares reports, expenditures, purchasing, record keeping and inventory 

management; 
• Composes all materials for use in print, media and the internet; 
• Maintains an inventory of downtown businesses and jobs created; businesses sold or 

bought; 
• Coordinate and attend various city special events and ribbon cutting ceremonies; 
• Works with public and private sector organizations to facilitate downtown 

improvements, including beautification, landscaping, street furnishings, and 
infrastructure; 

• Works with the Chamber of Commerce, regional tourism organizations, and other 
local organizations to promote tourism within the City; 

• Writes grant applications and administers grants for downtown projects; 
• Helps build strong working relationships with appropriate public agencies; 
• Attends conferences and training sessions and remains current with professional 

material; 
• Performs other related duties as required. 
 
Knowledge required by the Position: 
• Knowledge of Federal and Better Hometown Program principles and goals; 
• Knowledge of general business principles; 
• Knowledge of economic development and business retention and recruitment; 
• Knowledge of the City’s operations, zoning ordinances and land use plans; 
• Skill in dealing with both public and private enterprises; 
• Skill in operating modern office equipment; 
• Skill in oral and written communication; 
• Ability to network and develop relationships with real estate and site selection 

professionals; 
• Ability to research, compose and submit grant applications with respect to the Main 

Street Program; 
• Ability to schedule, organize, and execute assigned tasks and understand and follow 

oral and written instructions; 
• Ability to accurately record and transfer data from one source to another, and 

maintain strict confidentiality. 
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Job Title: Economic Development Coordinator (continued) 
 
Supervisory Controls:  This person works in the Community Development Department 
under the direct supervision of the Director. 
 
Guidelines: Guidelines include land use laws, State and Federal laws, real estate law, 
City codes, construction codes, fire codes, and the Federal ADA.  These guidelines 
require judgment, selection and interpretation in application. 
 
Complexity:  This position consists of varied analytical, supervisory and technical  
assistance tasks. 
 
Scope and Effect:  The purpose of this position is to assist in the development of the 
City.  Successful performance helps ensure the orderly development of the City, affects 
the quality of economic opportunity for City residents, and affects the image of the City. 
 
Personal Contacts:  Contacts are typically with the general public, property owners, real 
estate developers, attorneys, architects, engineers, bankers, landscape architects, elected 
officials, and Local, State and Federal officials. 
 
Supervisory and Management Responsibility: None. 
 
Minimum Requirements: 
Bachelor’s degree in related field required; five (5) years of professional experience in 
Economic Development field; experience with the Main Street or Better Hometown 
Program desired; must possess valid State of Georgia driver’s license; equivalent 
combination of education and experience. 
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AMENDMENT TO PAY PLAN (SECTION701 OF PERSONNEL POLICY) TO 

PROVIDE FOR NEW / ACTIVE POSITIONS AND FOR FURTHER ADVANCEMENT 
LEVELS WITHIN THE SALARY SCHEDULE 
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