
 

 
 
 
 
 
 
 
 
 

 

Title: Building Administrative Assistant   I   /   II   /   Permit Technician Department: Building/Zoning 

Grade: I - 11        /   II - 13         /    Permit Tech -16 FLSA Status: Non-Exempt  

Job Code: I - 540.1   /   II - 540.2   /   Permit Tech - 545 Effective Date:  01/12   (Last Revised 06/19) 
 

GENERAL PURPOSE 
Performs a variety of routine administrative and complex clerical duties as needed to expedite the day-to-day functions of the building 
department, including, processing of building permit requests and the issuing of certificates of occupancy. 
 

Admin Assistant I:  Entry Level    /   Admin Assistant II:  Working Level    /   Permit Tech:  Full Performance Level    
 

SUPERVISION RECEIVED 
Works under the general supervision of the Building Official / Zoning Administrator. 
 

Admin Assistant I:  Close    /   Admin Assistant II:  Close to General    /   Permit Tech:  General     
 

SUPERVISION EXERCISED 
 

None. 
 

ESSENTIAL FUNCTIONS 
 

Administrative Assistant I or Basic Functions for All Administrative Assistants and Permit Technicians 

 Perform general office duties and provides day-to-day customer service; 

 Schedules meetings with developers, contractors, architects, administrators, inspectors, planners, and other agencies to determine 
project feasibility and to apprise project review teams of workload potential, time-lines and schedules; 

 Prepares plans for distribution and review by various departments and plan examiners; 

 Coordinates with utility companies regarding site inspection schedules and results;  

 Accesses utility websites to enter information and data related to individual accounts and properties; 

 Sets up initial Pre-construction meetings and schedules and follows up on inspections; 

 Receives notification of inspection status and prepares certificates of occupancy or temporary certificates of occupancy;  

 Oversees office supplies and inventory and orders supplies as needed. 
 

Administrative Assistant II (in addition to the essential functions outlined for Admin I) 

 Prepares required documents for Planning and Zoning meetings and ensures accurate minutes of meetings are taken, transcribed 
and approved; 

 Generates various reports related to building activity for distribution to county, city and state officials; 

 Conducts initial inspection of plans to verify compliance with standardized requirements;  

 Assists code enforcement staff with various report processing and document maintenance; 

 Prepares various documents and reports required by state agencies, Census Bureau and the county;  

 Receives, reviews and determines completeness of applications for various types of building permits;  

 Reviews building permit documents and enters into computer system database (PT Win 32);  

 Tracks building permit activity for required report content; 

 Assists the general public with the permit application process; 

 May review minor plans, calculates fees, stamp and issue permits 
 

Permit Technician (in addition to the essential functions outlined for Admin I and II) 

 Reviews building plans and permit applications for completeness and compliance with established codes, ordinances, policies, and 
procedures and processes permit applications and plan intake; 

 Uses architectural and engineering scales to determine dimensions and calculate areas and percentages; 

 Assists building inspectors by performing code and records research and compiling data;  

 Provides information to the members of the public/permit applicants regarding building permit requirements, inspection, and general 
requirements of the permit process; 

 Calculates square footage of proposed construction and building permit fees, sewer and water connection fees and fire sprinkler 
permit fees;  

 Researches division files for tenant improvement applications and indicates basic information; 

 Performs energy analysis and checks compliance on single family dwellings and upon approval, may issue permits; 

 Explains policies, codes, ordinances and regulations especially complex permits. 

 Assists code enforcement staff with various report processing and document maintenance; 

 Work with building department supervisor and inspectors to develop and ensure consistent processes. 
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MINIMUM QUALIFICATIONS 
 

1. Education and Experience: 
 

Administrative Assistant I:  Graduation from high school or equivalent, plus one (1) year of specialized training in general office 
practices and procedures, PC operation and various software applications or above related experience. 

 

Administrative Assistant II (in addition to the education and experience for Admin I):  Three (3) years performing the above related 
functions at Sevier County or five (5) years of experience performing above functions in a building department with one (1) of those 
years being performed with Sevier County.   
 

Permit Technician (in addition to the education and experience for Admin I and II):  Eight (8) years performing the above related 
functions at Sevier County or twelve (12) years of experience performing above functions in a building department with three (3) of 
those years being performed with Sevier County.  
 

*An equivalent combination of education and experience may be considered for all levels.           
 

2. Knowledge, Skills, and Abilities: 
 

Knowledge 
 

Administrative Assistant I:  Some knowledge of the following; 

 Modern office practices and procedures;  

 Grammar, spelling and punctuation;  

 Modern filing systems related to alphabetical and numeric files;  

 Personal computer operations and various program applications such as MS Word, Excel, Access, etc. 

 Administrative procedures;  

 Interpersonal communication skills, bookkeeping and basic accounting. 
 

Administrative Assistant II:  Working knowledge of the following (in addition to the working knowledge outlined for Admin I). 

 Legal processes associated with the maintenance of public records and documents;  

 Current codes, standards, safety practices and principles required to meet building standards; 

 Basic code requirements;  

 Planning and zoning codes. 
 

Permit Technician: Considerable knowledge of the following (in addition to the considerable knowledge outlined for Admin I & II). 

 Procedures related to the processing of building permit applications; 

 Basic plan review in order to ensure pre-submittal checklist requirements have been met before plan are accepted; 

 Construction plans, construction terminology, construction practices; 

 Uniform building codes and learn architectural and engineering scales. 
 

 Skills 
 

 All Levels skill in 

 The operation of personal computer. 
 

Abilities  
 

 All Levels ability to  

 Exercise initiative, independent judgment and to act resourcefully under varying conditions;   

 Take shorthand or speed writing;   

 Communicate effectively verbally and in writing;  

 Establish and maintain effective working relationships with fellow employees, elected officials and the public; 

 Represent the department with tact and interact effectively with others; 

 Perform recordkeeping;   

 Establish and maintain comprehensive records and files; 
 

2. Special Qualifications: 
All Levels: 

 Resident of Sevier County. 
 

 Administrative Assistant I & II 

 Must be able to type 60 wpm.  
 

 Permit Technician (in addition to the special qualifications outlined for Admin I and II) 

 Current ICC Permit Technician Certification or ability to obtain one within six (6) months. 
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4. Work Environment: 

 Incumbent of the position performs in a typical office setting with appropriate climate controls.   

 Tasks require variety of physical activities, not generally involving muscular strain, such as walking, standing, stooping, sitting, 
reaching, talking, hearing and seeing.  

 Occasional minor lifting generally not to exceed 25 pounds.  

 Rapid work speed required to perform keyboard operations.   

 Common eye, hand, finger, leg and foot dexterity exist.   

 Mental application utilizes memory for details, verbal instructions, emotional stability, discriminating thinking and some guided 
problem solving.  

 Tasks may require periodic local travel related to locating or verifying properties and addresses. 
 

***** 
Disclaimer:  The above statements describe the general nature, level, and type of work performed by the employee(s) assigned to this classification.  This description lists the 
major duties and requirements of the job and is not all-inclusive.  Incumbent(s) may be expected to perform job-related duties other than those contained in this document.  Job 
descriptions are not intended to and do not imply or create any employment, compensation, or contract rights to any person or persons.  Management reserves the right to add, 
delete, or modify any and/or all provisions of this description at any time as needed without notice.  This job description supersedes earlier versions. 
 

 

I __________________________________________________ have reviewed the above job description. Current Title: _______________________   Date: ___________ 
                                      (Employee) 
 
I have reviewed this job description with the employee: __________________________________________________________________________   Date: ___________ 
                                                                                                                                                      (Supervisor Signature) 

 


