
JOB DESCRIPTION 

BUILDING AND SAFETY OFFICIAL 

CITY OF WARSAW, MISSOURI 

 

POSITION TITLE:  Building and Safety Official 

 

DEPARTMENT:  Administration 

 

REPORTS TO:  City Administrator 

 

 

Purpose of Position 
 
The purpose of this position is to process building permits, review construction documents, 
inspect building and structures for code compliance, and perform related administrative work. 
Assist staff with code and nuisance enforcement. Assist the City Clerk with the development of 
ordinances pertaining to construction, property maintenance, and organizes safety meetings for 
city transportation and parks departments.  The work is performed under the direction of the City 
Administrator.  At this time, this is a part time position.  Hours worked will vary based on the 
amount of construction occurring in the community. 

 

DEFINITION:   

Under the supervision of the City Administrator, the Building Official performs the following 

tasks:  

 

1. Responsible for the efficient operation and administration of the office;   

2. Responsible for building and zoning inspections in the City; 

3. Reviews all reports and requests for building permits; 

4. Reviews complaints from customers and conducts investigations to resolve the 

complaint;  

5. Performs the task of the building inspector, building official, plan reviewer, assist with 

issuing building permits and zoning issues; 

6. Responsible for all records regarding building inspections; 

7.   Other tasks as assigned. 

 
MINIMUM EDUCATION OR EXPERIENCE REQUIRED: 
 
Two to three years related experience or training, or Associate's Degree or equivalent from a 
two year-college or technical school and one year of experience; or equivalent combination of 
education and experience.  Education in construction trades, residential and commercial 
construction experience, or general contractor experience. 
 
PREFERRED EDUCATION OR EXPERIENCE REQUIRED: 
 
Four to five years related experience and/or training or Bachelor’s Degree from a four-year 
college or university; or equivalent combination of education and experience. 



 
High school education or G.E.D.; six months to twelve months related experience or training; or 
equivalent combination of education and experience. 

 

MINIMUM QUALIFICATIONS: In order to hold the position of Building Official an employee 

must:  

 

1. Be in good physical health;  

2. Be able to understand and execute verbal and written instructions;  

3. Be able to work under standard operating procedures and abide by policies stated in or 

granted by the municipal code; 

4. Be able to work cooperatively and effectively with general public, supervisors, 

subordinates, and other employees;  

5. Have a valid Missouri driver’s license; 

6. Have good oral and written communication skills;  

7. Be able to type reports and utilize software for building codes and maps on a computer; 

8. Have minimum International Code Council certifications, or acquiring within one year, as 

a “Residential Combination Inspector”, “Commercial Combination Inspector” and a 

“Building Plans Examiner”. Being certified as a “Certified Building Official” is not required 

but is a plus. 

 

ESSENTIAL FUNCTIONS: While performing the duties of this job the employee will: 

 

 frequently required to sit and talk or hear 

 use hands to operate, lift, grasp, carry, push or pull 25 pounds 

 ability to operate a keyboard and view computer screens for an extended period of time 

 sight, hearing, speech, frequent lateral mobility 

 lifting items above head 

 climbing ladders or steps 

 stooping and bending 

 squatting, sorting, kneeling and reaching to ground level and overhead as required for 

such tasks as retrieving files 

 mentally analyze a situation 

 solve problems 

 make decisions under pressure in area of responsibility 

 may work a varied schedule including some evenings (Boards and Committee Meetings) 

and weekends 

 shall be subject to pre-employment physical and drug testing 

 subject to monthly random drug and alcohol testing 

 may be exposed to extreme weather conditions, dust and/or pollen 

 

INITIAL PAY SCALE LEVEL: Hourly position 

The Building Official is employed and compensated at the discretion of the Mayor and Board of 

Aldermen. 


