
 
 

 

 

 

 
15578468.1  

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 

PERMIT 

TECHNICIAN 
Salary $6,030 – $7,330/month 

Bargaining Unit:  AFSCME 2700 
FLSA Status: Non-Exempt 

 
 
 

 

 
 
 
 
 
 
 

 

          DESCRIPTION & CHARACTERISTICS: 
 

Under general supervision of assigned supervisory or management staff, the 
Permit Technician performs a variety of technical, programmatic, administrative, 
advanced clerical, and routine staff and analytical duties requiring the application 
of specific program knowledge and administrative, secretarial, and clerical skills 
in support of assigned division, program, or function within the Fire Prevention 
Bureau; assumes on-going programmatic duties and responsibilities specific to 
area of assignment, which may include building, planning, and/or Fire 
Prevention; participates in coordinating assigned programs, projects, and 
services with other District departments, divisions, and outside agencies; and 
provides specialized departmental or program information and assistance to 
District staff and the general public.  

 
 
 
IDENTIFYING CHARACTERISTICS 
The Permit Technician is the full journey-level technical support classification in 
the Fire Prevention program support class series. Positions allocated to this class 
are responsible for providing programmatic and administrative support services 
to a division, program, or project within the Fire Prevention Program. Permit 
Technicians work on projects of diverse scope and moderate to intermediate 
complexity involving evaluation of various factors. This class interacts regularly 
with the public and a wide variety of individuals across the organization, and 
provides strong support and problem solving. Employees at this level receive 
only occasional instruction or assistance as new or unusual situations arise, and 
are fully aware of the operating procedures and policies of the work unit. The 
Permit Technician reports to the Deputy Fire Marshal.  
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DUTIES & RESPONSIBILITIES: 
 

The following duties are typical for this classification. Incumbents may not 
perform all of the listed duties and/or may be required to perform additional or 
different duties from those set forth below to address business needs and 
changing business practices. General Duties (when assigned to any position): 

 
1. Performs a variety of technical, programmatic, administrative, and 

advanced clerical duties requiring the application of specific program 
knowledge and administrative, secretarial, and clerical skills in support of 
a division, program, or function within the Fire Prevention Program; 
assumes responsibility for specific program area duties; provides 
assistance in administrative and operating programs as assigned. 

2. Serves as primary contact, liaison, and resource for assigned functions 
and programs with other District staff, the general public, and outside 
agencies and organizations; provides customer service by responding to 
inquiries by phone and at the counter; responds to requests for information 
and assistance regarding District policies and application procedures; 
assists the public and other District staff in interpreting and applying District 
policies and procedures; researches information related to District and 
departmental policies and procedures; explains, justifies, and defends 
programs, policies, and activities; works cooperatively with property 
owners, contractors, architects, developers, engineers or their 
representatives to resolve questions. 

3. Conducts a variety of studies and research for assigned area; collects, 
compiles, and reviews information from various sources on a variety of 
specialized topics related to program area of assignment; participates in 
the preparation of reports that present data, identify alternatives, and 
make and justify recommendations. 

4. Performs a variety of special projects and assignments in assigned area 
including the project processing functions and implementation and 
coordination of assigned program components and projects; assumes 
responsibility for the administration of assigned program; assists with the 
development of policies and procedures; obtains resources; implements 
programs and monitors activities. 

5. Verifies and reviews permit-related materials, applications, records, and 
reports for completeness and conformance with established regulations 
and procedures; applies applicable policies and procedures in 
determining completeness of applications, records, and reports; 
provides information and forms; collects and processes appropriate 
information. 

6. Maintains calendar of activities, meetings, and various events for 
assigned projects, programs, and staff; coordinates activities with other 
District departments, the public, and outside agencies. 
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7. Establishes and maintains various filing systems, schedules, records, 
and other reference materials; files correspondence, reports, and 
bulletins; log reports, applications, and/or telephone calls; maintains 
records related to specific area of assignment. 

8. Prepares and proofreads a wide variety of reports, letters, memoranda, 
correspondence, agreements, agenda items, statistical charts, and other 
documents and material; types from rough draft, verbal instruction, or 
transcribing machine; independently composes documents related to 
assigned area of responsibility. 

9. Operates a variety of office equipment including copiers, facsimile 
machine, and computer; utilizes various computer applications and 
software packages; inputs, maintains, and utilizes data to develop reports 
using spreadsheet software; manages assigned database; maintains and 
generates reports from a database or network system; creates, formats, 
and revises charts, graphs, flowcharts, worksheets, booklets, brochures, 
and forms using word processing, desktop publishing, and other computer 
applications; organizes and maintains disk storage and filing. 

10. May arrange and coordinate meetings, workshops, and training 
sessions for various groups. 

11. May recommend improvements in work flow, procedures, and use of 
equipment and forms; implements improvements as approved; develops 
and revises office forms and report formats as required. 

12. May assist in coordinating and monitoring assigned budgets and 
contracts; compiles annual budget requests; prepares revenue 
projections. 

13. May perform a variety of general bookkeeping and clerical accounting 
duties and responsibilities involved in financial record keeping and 
reporting for assigned area; maintain a variety of accounting records, logs, 
and files; verify, balance, and adjust accounting records. 

14. Reviews and evaluates plans, specifications, and applications for 
completeness and conformance to requirements and regulations; 
approves or denies project plans after performance of elementary plan 
checking for completeness and conformance with applicable codes; 
administers various bonds and coordinates with inspectors and 
developers; issues various types of permits; calculates and collects fees 
for various projects; determines types of inspection for proposed 
construction; coordinates inspections for inspectors; utilizes permit 
tracking system.  

15. Reviews and approves/denies applications for Home Occupation 
Permits; reviews applications for addressing and assigns addresses for 
commercial and residential projects; reviews new project applications for 
completeness and notifies applicant of additional information needed; 
prepares notices of public hearings for projects being processed. 

16. Generates site maps and other informational maps depicting a variety of 
information using CAD software. 

17. Monitors projects under construction and coordinates with other 
departments to ensure that conditions of approval for each 
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development/construction/renovation project are met; conducts field 
inspections to review projects nearing the end of construction to ensure 
that conditions of approval are met.  Produces maps using AutoCad 
program for assigned projects. 

18. Assists in the creation and maintenance of comprehensive project 
files for all commercial, office, and industrial projects. 

19. Provides information and assistance to various parties as required to 
process projects including District staff and consultants, applicants, 
and applicants' consultants; assists developers with a variety of 
questions and issues. 

20. Participates in the development of materials and handouts for developers 
to use in determining District processes for projects and length of time it will 
take to obtain permits. 

21. Participates in the development of map handouts; assists in obtaining data 
on specific properties for developers or brokers including to research 
County records. 

22. Performs related duties as required. 
 
 

        QUALIFICATIONS: 
 

The following generally describes the knowledge and ability required to 
successfully perform the assigned duties. 

 
Knowledge of: 
Operational characteristics, services, and activities of assigned Fire Prevention 
Program functions, programs, and operational area; which area, which may 
include building, planning, or Fire Prevention.  
 

 Technical knowledge of business/industry principles and practices 
related to the area of responsibility.  

 

 Methods and techniques used in the performance of duties and 
responsibilities specific to the area of assignments.  

 

 Principles and practices of fiscal, statistical, and administrative research 
and report preparation. Principles and procedures of record keeping.  

 

 Principles and practices used in establishing and maintaining files and 
information retrieval systems.  

 

 Principles of business letter writing.  
 

 Customer service and public relations methods and techniques.  
 

 Methods and techniques of proper phone etiquette.  
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 Mathematical principles.  
 

 English usage, spelling, grammar, and punctuation.  
 

 Principles, practices, and requirements used in the preparation of various 
documents including public notices, resolutions, and agendas.   

 

 Principles, practices, and methods of public administration including 
budgeting and grant administration.  

 

 Computer applications such as word processing, spreadsheet, and 
database applications as well as financial and statistical software.  

 

 Pertinent federal, state, and local laws, codes, and regulations. 
 

Ability to: 

 Perform a full range of technical, administrative, programmatic, and 
advanced clerical work of a general or specialized nature involving the 
use of independent judgment and personal initiative.  

 

 Apply technical principles and practices specific to area of assignment, 
which may include building, planning, and Fire Prevention.  

 

 Understand the organization and operation of the District and of outside 
agencies as necessary to assume assigned responsibilities. 

 

 Understand and apply pertinent laws, codes, and regulations as well as 
organization and unit rules, policies, and procedures with good judgment.  

 

 Research, compile, and interpret a variety of information and make 
appropriate recommendations.  

 

 Participate in the preparation of a variety of administrative and financial 
reports.  

 

 Independently prepare correspondence and memoranda.  
 

 Exercise good judgment in maintaining information, records, and reports.  
 

 Exercise initiative and sound judgment in solving difficult and complex 
administrative and technical problems within established procedural 
guidelines.  

 
Work independently in the absence of supervision.  
 

 Plan and organize work to meet changing priorities and deadlines.  
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 Perform mathematical calculations quickly and accurately including to 
add and subtract, multiply and divide, and calculate percentages, 
fractions, and decimals. 

 

 Implement and maintain filing systems. 
 

 Work under steady pressure with frequent interruptions and a high degree 
of public contact by phone or in person.  

 

 Compile a variety of information and records and exercise good judgment 
in maintaining information, records, and reports.  

 

 Deal successfully with the public, in person and over the telephone; 
respond tactfully, clearly, concisely, and courteously to issues, concerns, 
and needs. 

 

 Work cooperatively with other departments, District staff and officials, and 
outside agencies.  

 

 Operate and use modern office equipment including a computer and 
various software packages.  

 

 Use applicable office terminology, forms, documents, and procedures in 
the course of the work.  

 

 Type and enter data at a speed necessary for successful job 
performance.  

 

 Communicate clearly and concisely, both orally and in writing.  
 

 Establish and maintain effective working relationships with those 
contacted in the course of work. 

 

Education and Experience Guidelines - Any combination of education and 
experience that would likely provide the required knowledge and abilities is 
qualifying. A typical way to obtain the knowledge and abilities would be: 

 
Education/Training: 
Equivalent to the completion of the twelfth grade supplemented by 
specialized or college level course work in a professional and/or technical 
discipline. 

 
Experience: 
Three years of responsible programmatic, technical, and administrative support 
experience specific to fire plan review. 
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License or Certificate: 
Possession of an appropriate driver's license may be required. 

 
 
 

PHYSICAL DEMANDS & WORKING ENVIRONMENT: 
 
 

Environment: Work is performed primarily in a standard office environment; 
occasional fieldwork may be required. 

 

The District makes reasonable accommodations upon request, when 
necessary in order to allow qualified employees with disabilities to perform the 
essential functions of their job.    

 

KNOWLEDGE, SKILLS, AND ABILITIES: 

Methods and materials used in building construction and provisions of the 
Uniform Building Code. 

 

Ability to: 

 Read and Interpret rules and regulations 

 Apply Code requirements to building plan review and permit 
issuance 

 Prepare reports and correspondence 

 Use computer Technology to enter and retrieve data 

 Organize and maintain records 

 Communicate effectively both orally and in writing 

 Make mathematical calculations 

 Interact effectively with the general public, other agencies and 
staff 

 

Typical Tasks: 

Provides information to the public on Fire Prevention Bureau procedures 
and permit requirements, and provides basic information on the Fire 
District and related state or local requirements. Accepts, processes and 
issues permits using the records management system, issues permits of 
a routine nature or when it involves a master filed plan, provides general 
counter services and performs related clerical duties. Receives list of 
corrections needed from plan check engineers and inspectors, informs 
customers of corrections needed, coordinates return of corrected plans, 
and assists in distribution of plans as needed. 


