
TOWN OF SURFSIDE

CODE COMPLIANCE OFFICER

DEPARTMENT: EXECUTIVE - PLANNING & COMPLIANCE

NON-EXEMPT

GENERAL DESCRIPTION:

Under the general supervision of the Code Compliance Manager, responsible for
conducting field inspections, investigations and research to determine compliance with
applicable Town Codes of residential, commercial and public properties. Enforces
ordinances with fairness, firmness, tact and impartiality, while always dealing courteously
with the general public.

ESSENTIAL JOB FUNCTIONS:

1. Determines violations of the Town Code of Ordinances and other applicable codes.
2. Patrols the Town (including the beach) to identify violations of the Town Code and

other applicable codes.
3. Conducts inspections, investigations and research to determine compliance with the

Code.

4. Responds to a wide variety of calls and complaints involving violations of applicable
codes.

5. Issues Courtesy Notices of Violation and after conducting research to determine
necessary facts, follows up with a Civil Citation or Notice of Violation and proceeds
to Prosecution before a Special Magistrate.

6. Strives to facilitate resolution of violations through voluntary compliance or, when not
possible, sets in motion the enforcement process by way of fines and eventually
Special Masters hearing and liens property.

7. Keeps management advised on a regular basis of all actions taken and Notices
issued.

8. Removes illegal signs from Town right-of-ways.
9. Keeps records and makes reports of activities and cases filed or forwarded for filing.
10. Conducts research to develop data and gather information, as required.
11. Performs a variety of duties relative to the operation of the Code Compliance

Division.
12. Maintains Code Compliance files, including updated case history for properties

within the Town.

13. Records all Courtesy Notices, Civil Violation Notices and Notice of Violations and
fines associated with the code enforcement process.

14. Assists with the preparation and posting of Notice of Hearings.






