
                                                                                               Agenda Item Number ____6______  

Memo                                                 
To:  Village Board 

Fr:  Trevor Fuller, Director of Planning and Community Development 

Re:  ACTION RE:  JOB RECLASSIFICATION FROM CODE ENFORCEMENT COORDINATOR TO 
NEIGHBORHOOD COMPLIANCE INSPECTOR 

Date:  02 December 2021 

 

The current Code Enforcement Coordinator position was created a decade ago to respond to resident 
complaints in the village and assist other staff with the enforcement of village ordinances and other 
regulations. The position has developed over the years with added and subtracted job responsibilities, 
the change of other village positions, and the evolution of thought for the desired outcomes.  

Mike Lauder has held the position for the past 3.5 years and retired earlier this month. Staff would like 
to take this opportunity to update the position description to reflect the changes that were previously 
mentioned. Staff would also like to change the title of the position to be consistent with the position in 
neighboring communities.  

The Village Board is asked to review and approve the position description and title change. Staff 
intends to advertise the position once the position description and title change is approved.  

 



 

 
 

VILLAGE OF ALLOUEZ 
POSITION DESCRIPTION 

 
POSITION TITLE: Code 
Enforcement CoordinatorNeighborhood 
Compliance Inspector 
 
REPORTS TO:  Administrator 
Planning & Community Development 
Director  

APPROVED:  12-07-202120-2016 
 
FLSA: Non-exempt 
 

 
 
JOB PURPOSE:  This position assists departments with is responsible for code enforcement 
activities., including performing field and office work to ensure compliance with municipal code.  The 
Coordinator position will oversee the Crossing Guard Program and work closely with Animal Control.  
 
 
EXAMPLES OF DUTIES & RESPONSIBILITIES:   
The following duties are normal for this position.  These are not to be construed as exclusive or all-inclusive and other 
duties may be required and assigned. 
 
 Assists departments with code enforcement in the Village of Allouez, including performing 

field inspections, documenting violations, issuing citations, and testifying in court when 
needed. Responsible for Code Enforcement in the Village of Allouez, conducts field 
inspections and special investigations to ensure compliance with various municipal ordinances.   

 Assist in the development or revisions of current zoning ordinances. 
 Coordinates inspections of buildings requiring joint inspection with other public agencies such 

as health department, building department, sheriff’s department and other appropriate agencies.  
 Assist with Zoning and Planning Administrator and Building Inspector in local zoning code 

violations. 
 Uses proactive measures to educate the public of regulations and issues, including speaking to 

interested community groups, utilizing social media and other online resources, and 
coordinating with departments to create print and electronic media.   

 Establishes and maintains necessary code violation records and files and complies monthly 
routine reports for the Village Board. 

 Supervision and management of Crossing Guard Program. 
 Works closely with Animal Control and CART Program. 
 Oversees animal licensing, hen permits, and bee hive permits.   
 Attends meetings of municipal agencies as requested. 



 Appears and testifies in the municipal court or other appropriate boards and agencies to         
obtain compliance with all laws and ordinances. 

 
 
POSITION QUALIFICATIONS:   
 High School diploma or equivalent.   
 Minimum of two years of experience in public code enforcement or inspections.  
 Minimum of two years of employee supervision and management.    
 Must have valid driver's license and good driving record. 
 Ability to speak a foreign language such as Spanish helpful, but not required.         

  
 
KNOWLEDGE, SKILLS AND ABILITIES:  
 Knowledge of inspection methods applicable to the identification and resolution of code 

violations.   
 Skill in speaking and writing effectively, including an ability to effectively communicate with 

individuals or groups and to explain, discuss or interpret environmental property maintenance 
matters. 

 Ability to readily learn and interpret applicable ordinances and regulations governing required 
areas of responsibility.   

 Ability to prepare and maintain accurate record on findings and write clear, concise reports.  
 Ability to utilize a computer and the required software.   
 Ability to establish and maintain effective working relationships with staff and the public.   
 Ability to work the required hours of the position. 
 Ability to review, interpret and enforce the village’s zoning code.  Ability to develop new or 

revise existing ordinances.   
 Knowledge of employee supervision and management.  Ability to provide work direction and 

discipline to subordinates.   
 Ability to organize, schedule, prioritize and perform work with limited supervision, establish 

and maintain effective working relationships, communicate effectively and deal with the 
public, elected officials, department heads and other Village employees with courtesy and tact;  
process confidential information with discretion and accurately complete assignments.    

 
 
SUPERVISION/DECISION MAKING:  Serves as supervisor of crossing guards and is direct 
contact for Animal Control. Responsible for making and implementing decisions with minimal 
supervisor direction.    
 
INTERACTION:  Frequent contact with co-workers, subordinates, Village Board and community 
members.   Contacts frequently involve corrections or adjustments where tact is essential to resolve the 
problem.    
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