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Full-time regular and part-time regular city employees who have completed their initial probationary period are eligible to apply for this position (A.R. 6-8) PLEASE SUBMIT A COMPLETED CITY APPLICATION FORM.


	Job Title:
	CUSTOMER SERVICE MANAGER 

	Closing Date/Time:
	Mon. 05/05/08 5:00 PM Eastern Time 

	Salary:
	$62,592.02 - $103,569.44 annually

	Job Type:
	Full-Time

	Location:
	Alexandria, Virginia 

	Department: 
	Fire and EMS Department 

	Exam Number: 
	2008-00013 

	FLSA:
	Exempt position, not eligible for overtime compensation. 


Duties: Under the direction of the Deputy Director of Code Enforcement, the Customer Service Manager will provide supervision, coordination and oversight to the Code Enforcement Permit Center and staff.  The incumbent develops and implements policies and procedures governing the operation of the Permit Center including program implementation, managing the permit application and issuance process, coordination with internal/external agencies involved with the permit process, planning and implementation of training to customers and staff on technical and administrative topics, serves as the Permit Center’s customer advocate by providing assistance through the permitting process and provide accountability of where permits are in the process.  In addition, the incumbent will establish and track performance measures relating to the activities in the Permit Center.  
 SEQ CHAPTER \h \r 1
Minimum Requirements:   SEQ CHAPTER \h \r 1A minimum of one year of supervisory experience in public administration that includes application of new construction codes; completion of college level courses in public administration, architecture, structural engineering, fire prevention, building code enforcement, business management or a related field; or any equivalent combination of experience and training which provides the required knowledge, skills, and abilities. Knowledge of development review, building permit and building plan review processes and procedures in addition to construction techniques and applicable codes and regulations is required.  Requires the ability to read and understand building plans.  The position must have strong interpersonal skills and a genuine desire to establish and foster professional relationships with our internal and external customers as this position will regularly interaction with the public and development community.
Additional Requirements:  Employees must possess a valid driver's license issued by the state of their residence and possess Certification as a Building Official through the Department of Housing and Community Development (DHCD) within one year of appointment.  Certification as a building, plumbing, mechanical and electrical plans examiner may be substituted for the Building Official certification.
Preferred Qualifications:  Three years of increasingly responsible experience in building code administration including two years at a supervisory level. Bachelors’ degree in engineering, architecture, or code enforcement. Strong computer skills, exceptional oral and written communication skills, proven ability to contribute to a strong team environment.  
NOTE:  This position requires A criminal record check.

http://agency.governmentjobs.com/alexandria/default.cfm

The following equivalents may be used by applicants who do not precisely meet the education and experience requirements:  Education:  A Bachelor’s degree in a relevant field = 2 years experience, a Master’s degree or Doctorate = 3 years experience; Experience:  At least one year of relevant experience above the minimum experience requirement may be substituted for the education requirements.

The City’s promotional policy states that an employee who is promoted will receive an 8.5% increase plus transition up the closest step of the new grade, or placed at the minimum of the new grade, whichever is higher.  An employee’s new promotional salary may not exceed the maximum salary of the new pay grade.


