Town of Dedham
Dedham, MA

Job Description

Title: Building Commissioner

Qualifications:
Education and Experience

Bachelor’s Degree in construction management, architecture, engineering or a related field; five
years of experience in the supervision of building construction or design; or an equivalent
combination of education and experience.

State certification as an Inspector of Buildings/Building Commissioner in accordance with 780
CMR 110.R7. Valid motor vehicle driver’s license.

Knowledge, Ability and Skill

Thorough knowledge of the accepted requirements for building construction, fire prevention,
light, ventilation, and safe egress; general knowledge of other equipment and material essential
for safety, comfort, and convenience of the occupants of a building or structure.

Thorough knowledge of the materials, methods, and equipment of building construction and the
State Building Code, local zoning bylaws, and other applicable state and local statutes, rules, and
regulations. Knowledge of electric, gas, plumbing, and sanitary codes.

Ability to read and interpret technical information, Massachusetts General Laws and regulation,
and engineering criteria and design information, and to communicate that information to the
general public.

Ability to read and interpret blueprints, drawings, and plans.

Ability to enforce regulations firmly, tactfully, and impartially.
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Ability to interact appropriately with the general public, members of the building community,
and other Town staff.

Ability to communicate effectively in written and oral form.
Effectively manage multiple projects and meet deadlines.
Work independently and as part of a team.

Assign and supervise the work of others; motivate employees to work toward
common goals.

Research and understand laws, procedures, and policy and apply them to real life
situations.

Skill in the operation of the above-listed equipment. Excellent public relations skills. Computer
skills. Supervisory skills.

Budget development and oversight.
Problem solving, general mathematics, and writing.

Synthesize highly technical information in a way that the general public and staff can
understand.

Strategic thinking and decision making.

Technology, including the application of office and permitting software in support
of Department operations.

Excellent interpersonal and communication skills.
Availability to respond to emergency situations.

Supervised by: The Town Manager or designee

Job Goal: Position is responsible for department level management of the Building
Department; including the enforcement of all construction and related codes, directing the
activities of all subordinate personnel, performing the administrative work of the department,
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directing the issuance of permits and the collection of fees, preparing and issuing reports,
maintaining files, and preparing and managing departmental budgets.

Salary/Benefits: According to the Management Personnel Plan
Essential Functions of the Job:

e Oversees the applications and issuance of permits for the construction, reconstruction,
alteration, repair, and demolition of all buildings and other structures (both residential
and commercial) in the Town that are subject to the Massachusetts State Building Code;
oversees applications and issuance of permits for the removal and/or installation of all
subject equipment; oversees applications and issuance of permits for the construction or
installation of signs;

e Issues use and occupancy permits.

e Responsible for enforcing State Building Code and Town Zoning Bylaws; assists the
public in interpreting the State Building Code, Town Zoning Bylaws, and other pertinent
rules and regulations; makes appropriate referrals to the Board of Appeals.

e Oversees the examination and approval of plans and specifications; inspections of work
for which a permit has been issued, including the determination of acceptability of
proposed methods and materials to be used; reviews all construction methods and
techniques, safety procedures, and building material rest results; reviews all construction
as it progresses to verify code compliance; reviews proposed building sites for water
supply and sewage disposal capability. Inspects premises for which permits have been
issued and enforces code and bylaw compliance.

e Annually inspects all public buildings and places of assembly for compliance with
applicable standards; prepares related reports and orders.

e Reviews all new construction for compliance with lighting, heating, and energy codes,
access regulations, smoke, litter and noise standards, and dimensional zoning controls;
reviews new construction for compliance with federal flood plain regulations.

e Performs inspections of wood stoves and signs.

e Performs a variety of administrative functions, such as attending meetings, hearings,
workshops, and seminars; prepares monthly and annual reports.

e Ensures that work is evenly distributed

e Develops, implements, and oversees appropriate methods and processes to streamline and
track that the delivery of services are in compliance and that they meet the needs of the
community and customers of the department.

e Establishes and maintains a process for permit applications, plan reviews and permit
issuance in a consumer friendly, coordinated, and timely manner.
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Establishes the operating and capital budgets for the Building Department; and ensure
that expenditures are within the approved line item.

Monitors/ensures that all contracts for services for the Building Department are in
compliance with Town and Procurement laws, policies and standards.

Monitors the performance of employees, including such areas as their knowledge,
accuracy, timeliness, customer service, and productivity. Ensure training is provided and
required certifications and educational credits are up to date. Provide discipline as needed
in consultation with the Town Manager and the Director of Human Resources.

Actively participates in the hiring, onboarding, professional development and
performance evaluation for all department employees and oversees operations of the
department, including application and upgrading of computer system, reporting, and
record maintenance.

Acts on any question relative to the mode or manner of construction, reconstruction,
alteration, repair, demolition, and removal, installation of equipment and the location,
use, occupancy and maintenance of all buildings and structures.

Oversees the investigation of allegations of building code violations. Orders compliance,
initiates and pursues legal remedies when warranted.

Develops and executes administrative policies and procedures for all assigned functions
of the building department.

Assigns, trains and evaluates all departmental administrative and inspection personnel.
Acts as liaison with and coordinates department activities with other departments,
agencies and commissions where required.

Responsible for preparation of departmental budget and all administrative, regular, or
special reports.

Brings complaints to District Court or applies for injunctions in Superior Court for
violations of the Zoning Bylaw and the Massachusetts State Building Code.

Responds to request to assist with first responders.

Serves as a member and/or advisor to various town boards and committees including the
municipal 911 Committee

Performs other similar or related duties as required or as situation dictates

The essential functions of duties listed below are intended only as illustrations of the various types
of work that may be performed. The omission of specific statements of duties does not exclude
them from the position if the work is similar, related, a logical assignment to the position or part
of the position’s function as a part of an overall municipal team to ensure effective and efficient
municipal operations.
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Physical Demands: Work performed in the office requires minimal physical effort. Moderate
physical effort is required when conducting field inspections; the employee is required to stand,
walk, use hands to operate equipment, climb or balance, reach with hands and arms, kneel,
crouch, or crawl. Agility is required to access all areas of construction sites. The employee is
occasionally required to lift objects up to 50 pounds. Vision requirements include the ability to
read routine and complex documents and to use a computer. Ability to operate a motor vehicle.
The employee may be subject to mental and emotional situations that require mental resilience.

Revision Date: December 4, 2025

This job description does not constitute an employment agreement between the employer and the
employee, and is subject to change by the employer, as the needs of the employer and requirements
of the job change.
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