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POSITION:  Clerical Specialist PAY GRADE:  4 
DEPARTMENT:  Building Inspection STATUS:  Classified, FLSA Non-Exempt 

 
PURPOSE OF POSITION 
 
The purpose of this position is to provide clerical support in regards to receiving permit applications, scheduling 
inspections, and processing payments in addition to providing customer service to individuals seeking assistance with 
building permits.  
 
ESSENTIAL FUNCTIONS 
 
In addition to consistent and reliable attendance, the following duties are normal for this position.  These are not 
to be construed as exclusive or all-inclusive.  Other duties may be required and assigned.  Refer to the 
Comprehensive Position Questionnaire (CPQ) for this position for percentages of time. 
 
Performs reception duties, answers phones and greets customers, contractors, and the public.  
 
Receives plans, applications, and documents for approval; logs and tracks the plan approval process; schedules 
inspections; verifies inspector’s data entry and files a variety of inspection reports and schedules; processes plans after 
inspector’s approval and prepares approved permits.  Creates and maintains databases; enters, updates, and retrieves 
computer data and creates a variety of reports for same. 
 
Prepares and verifies permit fees receipts, bills and invoices; maintains revenue and expenses accounts for same. 
 
Issues and processes code violation letters and post cards; prepares Certificate of Occupancies; verifies registered state 
licensed contractors. 
 
Performs daily clerical duties; files, maintains, and locates as needed a variety of files, reports, drawings, and other 
documents; distributes mail; types, prepares, completes, and distributes a variety of forms, logs, reports, newsletters and 
correspondence.  
 
Assists in the records retention process; orders, organizes and maintains inventory of office supplies. 
 
MINIMUM QUALIFICATIONS 
 
High school diploma or GED with four to nine months vocational training in business or office procedures 
supplemented by one year experience in the field or any equivalent combination of education, and experience that 
provides the requisite knowledge, skills, and abilities for this job.  Valid driver’s license preferred. 
 
PERFORMANCE APTITUDES 
 
Data Utilization: Requires the ability to perform basic level of data analysis including the ability to review, classify, 
categorize, prioritize and/or reference data, statutes and/or guidelines and/or group, rank, investigate and diagnose. 
Requires discretion in determining and referencing such to established standards to recognize interactive effects and 
relationships.  
 
Human Interaction: Requires the ability to persuade, convince, influence, train and monitor, in favor of a desired 
outcome.  Requires the ability to act as a lead person. 
 
Verbal Aptitude: Requires the ability to utilize a variety of advisory data and information such as financial statements, 
technical operating manuals, statutes, procedures, guidelines and non-routine correspondence. 
 
Mathematical Aptitude: Requires the ability to perform addition, subtraction, multiplication and division; calculate 
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percentages, and decimals; may require the ability to perform mathematical operations with fractions; compute 
discount, interest, ratios and proportion; calculate surface areas, volumes, weights and measures.  
 
Functional Reasoning: Requires the ability to apply principles of rational systems. Ability to interpret instructions 
furnished in written, oral, diagrammatic or schedule form. Ability to exercise independent judgment to adopt or modify 
methods and standards to meet variations in assigned objective. 
 
Situational Reasoning: Requires the ability to exercise the judgment, decisiveness and creativity required in situations 
involving the evaluation of information against sensory, judgmental and/or subjective criteria, as opposed to criteria 
that are clearly measurable or verifiable. 
 
Equipment, Machinery, Tools, and Materials Utilization: Requires the ability to operate, calibrate, tune and 
synchronize, and perform complex rapid adjustment on equipment, machinery and tools such as a computer and other 
office machines, and/or related materials used in performing essential functions. 
 
Physical Ability: Tasks involve the ability to exert light physical effort in sedentary to light work, but which may 
involve some lifting, carrying, pushing and pulling of moderately light objects and materials. Tasks may involve 
extended periods of time at a keyboard or workstation. 
 
Sensory Requirements: Requires the ability to recognize and identify individual characteristics of colors, shapes 
and sound associated with job-related objects, materials and tasks. 
 
Environmental Factors: Essential functions are regularly performed without exposure to adverse environmental 
conditions. 

 
Wood County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the County 
will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and 
current employees to discuss potential accommodations with the employer. 


