Position Description

Position Title:  Building Administrative Assistant
Department: Building Services

Last Updated: May 2022

Classification: CS2

where it all happens.

Summary

The Building Administrative Assistant is a public-facing position central to the operation of the Building Services
department. This position provides a variety of administrative support services to the City of Langford, the Building
Services Department, and its residents.

Key Duties & Accountabilities

e Receives and responds to telephone, in-person and email inquiries

e Provides outstanding customer service

e Provides first line administrative support to department staff, including support with various office

programs such as SharePoint, CityView and MS Office Suite
e Assists in the building inspection and permitting process including:
o Accepting and processing permit applications for review by Building Officials
Schedules building inspections
Tracks permit files and status
Receives, logs, and distributes documents and plans
Prepares permit packages for issuance
Responds to counter enquiries and answers routine questions
o Liaises with City Departments to ensure correct requirements are met

e Prepares official letters and reports for dispersal
e Researches and prepares reports on building-related statistics
Assists in the preparation of bylaw revisions as required
Prepares Board of Variance meeting packages and minutes
Works with the Communications Department to maintain departmental information on the City’s website
Creates, maintains, and files a variety of records, forms, spreadsheets and manuals
e Maintains strict confidentiality of privileged information
e Provides backup to reception as required
e Performs other related duties as required
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Qualifications

e Post-secondary diploma or certificate in office or business administration and three (3) years of
administrative experience (or an equivalent combination)

e Knowledge of the BC Building code is an asset

e Ability to communicate effectively both orally and in writing

e Proficiency in a variety of computer systems and software applications, including Microsoft Office
(Knowledge of SharePoint and harmon.ie is an asset)

e Strong attention to detail and high degree of accuracy amidst frequent interruptions is essential
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e Ability to process information and address shifting work priorities with a high degree of flexibility and
adaptability

e Ability to maintain the confidentiality of information is essential

e Ability to establish and maintain cooperative working relationships with a variety of individuals and teams
to complete assignments and meet objectives

e Ability to accept or initiate and effectively organize, prioritize and complete multiple tasks within
frequently tight timeframes and deadlines

e A commitment to excellent customer service, continuous improvement and lifelong learning

e Ateam player with a strong work ethic

e A sense of humour, with the ability to take your work seriously but not yourself

Langford
B



	Summary
	Key Duties & Accountabilities

