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TITLE: SENIOR PLANS EXAMINER (773) 

 

DEPARTMENT ACCOUNTABLE TO FLSA STATUS 

Community Development Plan Review Manager Non-exempt  

 

MINIMUM QUALIFICATIONS 

EDUCATION AND EXPERIENCE 

• Graduation from an accredited college or university with a Bachelor’s degree in Civil 

Engineering or a related field; AND 

• Five (5) years of experience performing plan review as a Plans Examiner or equivalent.  

Experience with a city and/or county agency is highly desirable.  

 

LICENSES/CERTIFICATIONS 

• Possession of an appropriate, valid California driver's license is required. 

• License as a Professional Engineer or Architect in the State of California is required. 

• Possession of, or ability to obtain within one year of hire, certification as a Plans Examiner by 

the International Code Council (ICC). 

 

DESIRABLE QUALIFICATIONS 

• License as a Structural Engineer in the State of California. 

 

DISTINGUISHING CHARACTERISTICS 

An incumbent in this class is responsible for checking building permit applications for residential, 

commercial and industrial construction, including reviewing construction, site plans and structural 

calculations that are submitted by architects, engineers, contractors and owners to ensure 

compliance with building codes and ordinances.  This class will assist in supervising and training 

Plans Examiners, Inspectors and counter staff assigned to the Permit Center and is expected to 

perform as an expert and exercises considerable independent judgment in the performance of duties. 

 

TYPICAL DUTIES 

Duties may include, but are not limited to, the following: 

 

Under general supervision:   

• Reviews plans, calculations, and specifications for commercial, industrial, residential, public, or 

other major developments for compliance with applicable codes and ordinances 

• Assists in supervising and training Plans Examiners, Inspectors and counter staff assigned to the 

Permit Center 

• Advises architects, engineers, designers, contractors, and developers on code and design 

requirements; reviews field investigation of building or land failures 

• Provides recommendations for necessary emergency measures to protect property and public 

safety  

• Provides technical support in complex code interpretations and approval of alternate materials 

and methods of construction 

• Prepares and maintains records of plan checking activities  
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• Provides coordination between City departments and outside agencies involved in the permit 

process  

• Represents Building Inspection at preconstruction meetings and other meetings as assigned 

• Presents information to the public on Building Safety and other information as requested 

• Prepares handouts and design guidelines for construction updates 

• Attends seminars and training sessions to keep current on new industry trends and presents 

findings 

• Assists in the preparation of monthly reports 

• Performs other related duties as assigned 

 

KNOWLEDGE, SKILLS, & ABILITIES   

 

Knowledge of:  

• Building codes and related State and local regulations 

• Building permit processing and counter procedures 

• Interrelationships of other City departments and outside agencies 

• Structural engineering and architectural principles and practices applicable to all types of 

building construction 

• Office safety practices, procedures and standards 

• Principles of supervision and human resources administration 

 

Ability to:  

• Read and interpret plans and specifications 

• Prepare written documents, such as code requirements and interpretation 

• Effectively communicate need for design modifications with designers 

• Communicate effectively, both orally and in writing 

• Establish and maintain good working relationships with architects, engineers, contractors, the 

public, and co-workers 

• Work in a team-based environment and achieve common goals 

• Effectively handle multiple priorities, organize workload and meet deadlines 

• Walk or stand for extended periods of time 

• Bend, stoop, reach, carry, climb and lift as necessary to perform assigned duties 

 

SUPERVISION RECEIVED 

Works under the general supervision of the Plan Review Manager, or other supervisor as assigned. 

 

SUPERVISION EXERCISED 

Assists in supervision and training of Plans Examiners, Inspectors, and counter staff assigned to the 

Permit Center. 

 

OTHER REQUIREMENTS 

Must be able to perform all of the essential functions of the job assignment. 

 

CONFLICT OF INTEREST  

Incumbents in this position are required to file a Conflict of Interest statement upon assuming 
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office, annually, and upon leaving office, in accordance with City Manager Directive 100. 

 

CLASSIFICATION HISTORY 

Created 11/2016; Rev. 02/2020 
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