
 

 

 
 

 
Purpose of Position/Summary: 
Incumbent functions as a senior level code official in the Code Enforcement Section of the Division of Fire 
and Building Safety, Code Enforcement, of the Indiana Department of Homeland Security. Incumbent 
performs inspections, interprets and applies the adopted fire, building, plumbing, electrical, mechanical, 
accessibility, etc. codes, standards, laws, rules and regulations as they relate to Class I structures. This 
includes construction projects as well as existing buildings. Incumbent also serves as a liaison and 
mentor for the code official staff.   
 
Essential Duties/Responsibilities: 
Interprets various fire and building codes, standards, laws, rules and regulations and appropriately 
applies them to Class 1 structures to include construction projects, industrialized buildings, and existing 
buildings such as schools, childcares, various health care facilities, places of assembly, places of 
incarceration, places of fireworks sales, underground storage tanks (UST), etc.; 
 
Performs inspections on existing buildings such as schools, childcares, various health care facilities, 
places of assembly, places of incarceration, places of fireworks sales, haunted houses, fairs and festivals, 
etc. for compliance with the fire and building codes, standards, rules, laws and regulations;  
 
Performs damage assessment inspections following natural or man-made disasters to assess affected 
buildings for safe entry;  
 
Performs inspections on construction projects including new construction, remodels and additions, and 
industrialized buildings, both on-site and in-plant for compliance with applicable fire and building codes, 
standards, laws, rules, and regulations; 
 
Reports code non-compliance on existing buildings utilizing violation orders and follows up on non-
compliance per Section policy;  
 
Reports code non-compliance on construction projects and non-filed projects utilizing violation orders and 
follows up on non-compliance per Section policy; 
 
Explains and provides education on the various fire and building codes and their applicability to 
architects, engineers, local fire and building officials, contractors, manufacturers, property owners and/or 
other staff members; 
 
Prepares correspondence to explain fire and building code revisions, policies, etc. and answers general 
code inquiries;  
 
Investigates and attempts to resolve complaints; 
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Provides training and education opportunities for local fire and building officials through classes and field 
instruction;  
 
Provides code related, field, administrative and policy training of new inspection staff, providing code 
education and specific on-the-job training; 
 
Assists with specific duties and staff development by functioning as a mentor and coach to the code 
officials to provide direction and assistance as directed by Assistant Section Chief / Section Chief;   
 
Prepares and submits technical reports regarding field inspections, meetings, trainings, etc., and 
prepares and submits routine administrative reports such as itineraries, monthly mileage and attendance; 
 
Keeps abreast of changes (new adoptions and amendments) in codes, standards, laws, rules, regulations 
and procedures as they relate to all facets of job duties;  
 
Promotes the development of community working relations through periodically meeting with local fire and 
building departments, elected and appointed officials, trade associations, etc.; 
 
Serves as a witness in court on code violations as required; and 
 
Performs other duties as assigned. 
 
Job Requirements: 
Knowledge and skills typically acquired through a bachelor's degree in architecture, civil, electrical, fire 
protection, mechanical or structural engineering, engineering technology construction management or 
technology, or related area or comparable practical experience in building design, design review, 
construction inspection, fire inspection, or construction supervision. Comparable work experience alone 
may substitute for degree; 
 
Extensive and specialized knowledge of and ability to interpret the state's various adopted fire and 
building (structural, fire, plumbing, electrical, mechanical, accessibility, energy conservation, etc.) codes, 
standards, laws, rules and regulations and apply them to inspection practices; 
 
Extensive knowledge of construction principles, practices and procedures; 
 
Extensive knowledge of fire inspection principles, practices and procedures; 
 
Ability to read and understand construction plans, specifications and shop drawings for compliance to 
applicable fire and building codes; 
 
Ability to effectively and tactfully communicate orally and in writing with property owners, design 
professionals, contractors, elected and appointed officials, and the public regarding technical issues of 
non-compliance, codes, complaints and administrative procedures; 
 
Ability to use various office equipment such as computers, printers, copiers, cellular telephone, etc;  
 
Ability to achieve and maintain national certification from the International Code Council (ICC) or National 
Certification Program for Construction Code Inspectors (NCPCCI) as a Commercial Building Inspector, 
Fire Inspector I, AND at least one additional certification that is relevant to the duties of the Code Official 
such as but not limited to: Commercial Plumbing Inspector, Commercial Electrical Inspector, Mechanical 
Inspector General, Accessibility Inspector, Fire Protection General, Building Plans Examiner, etc. within 
three years of hire date; and 
 
Possess a valid Indiana driver's license. 
 
Supervisory Responsibilities/Direct Reports: 
Incumbent reports to the Assistant Section Chief of the Fire and Building Code Enforcement Section. 
 
Difficulty of Work: 
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Incumbent is to follow prescribed procedures and utilize adopted fire and building codes, standards, laws, 
rules, regulations in the inspection process of Class 1 structures and industrialized building projects. 
Judgement is of paramount importance when interpreting and applying these codes, standards, laws, rules, 
regulations to projects and situations, which often times involves numerous variables. As the work is 
enforcement in nature, incumbent must remain professional and possess conflict resolution skills. 
 
Responsibility: 
Incumbent works independently in an assigned area and is responsible for conduction code compliance 
inspections of existing Class 1 structures, construction inspections, and damage assessments when 
applicable. Incumbent conducts training for local fire and building officials, internal code officials, and assist in 
training and mentoring new inspection staff. Duties also include specific requests from the Assistant Section 
Chief/Section Chief and serves as a liaison and mentor for other code officials. Work is reviewed on a spot 
check basis for technical adequacy and conformance with the state’s various fire and building codes, 
standards, laws, rules, and regulations. 
 
Personal Work Relationships: 
Incumbent’s primary contacts are with the Assistant Section Chiefs, internal code officials, other co-workers, 
building and fire officials, engineers, architects, design professionals, contractors, and property owners for the 
purpose of ensuring that existing Class 1 structures and construction projects are in compliance with the 
state’s various fire and building codes. This includes communication non-compliance through verbal 
interaction as well as written violation orders. 
 
Working Conditions: 
Incumbent’s work is typically conducted in a construction environment (indoor and outdoor depending on the 
phase of construction), an existing class 1 structure, and/or an outdoor event such as a fair or a festival. 
Weather can be a major factor for outdoor inspections including but not limited to snow, ice and extreme heat 
or cold conditions. When damage assessments are required, working conditions may include areas where 
and natural or man-made disaster has occurred. Incumbent can often be placed in stressful and sometimes 
sensitive situations. Significant driving is required for this position. Many administrative duties are cinducted in 
a home office environment known as the station. 

 


