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TOWN OF SURFSIDE

CUSTOMER SERVICE REPRESENTATIVE

DEPARTMENT: BUILDING NON-EXEMPT

GENERAL DESCRIPTION:

Responsible customer service work, performing a variety of customer service-
related work in Building Department. Work is performed under the general
supervision of the Building Department Supervisor II.

ESSENTIAL JOB FUNCTIONS:

1. Welcomes customers to the Town's front lobby; inquires as to the purpose of their
visit.

2. Performs customer service including in person, on the phone, via email on various
subjects, regulations and procedures.

3. Scans, coordinates and collates documents as requested.
4. Schedules inspections and inputs inspections results in software system.
5. Maintains customer records by updating information in software system.
6. Enters permit, customer and contractor Information in software system.

7. Articulates topics pertaining to development and permitting with the Town.
8. Reviews basic zoning code requirements in order to explain these rules to

customers.

9. Reviews, presents and tracks single-family, multi-family, and commercial
development projects from initial Planning and Zoning application through
issuance of Certificate of Occupancy (C.O) or final inspection.

10. Reviews simple zoning permits (i.e. Driveways, fences, signs, etc.) for
completeness of application materials and zoning code compliance.

11. Prepares Zoning Review comment sheets under direction of Town Planner.
12. Assists the Town Planner with report preparation, customer outreach or other

duties as assigned.
13. Keeps track of zoning code changes to better inform customers.
14. Directs customers to appropriate zoning information on Town's website.
15. Compiles and routes permit folders to the appropriate reviewer / department.

16. Identifies customer concerns by clarifying customer's needs, selects the best way
to satisfy the customer's needs and directs the customer to the appropriate Town
staff member.

17. Explains and answers questions for developers, contractors, and homeowners
regarding application process, permits and inspection process.

18. Maintains and retains accurate and current Building Department applications, files
and records.






