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Position Description 

 Job Title: Building Inspector I Reports To: Community Development Director 

Department: Community Development Date: August 2026 

FLSA Status: Non-exempt Pay Grade: K FTE: 1.0 

  
General Job Summary 

The purpose of this position is primarily to review residential building plans, issue permits, and conduct 
inspections to ensure building designers and trade workers for construction, electric, heating / cooling and 
plumbing, design and build / structures to meet all applicable building codes. If applicable based on commercial 
certifications, duties may include commercial permitting and inspections. The Building Inspector I shall work 
to provide for and protect the health, property, and life safety to all who enters any home, business or place of 
work. 

 

Duties and Responsibilities Estimated 
% of Time 

1.  Building Inspections - Inspections of buildings, structures, property for construction, 
electrical, heating & cooling, plumbing, zoning, stormwater drainage, damage to building 
and structure due to fire, storm, and vehicle. 

45 

 Permitting and Maintain Project Files - Ensuring building / subcontractor permit 
applications are complete and issuing permits for work to be done within the Town.  
Primarily responsible for issuing permits for residential accessory buildings and accessory 
structures. File paperwork after inspections and plan reviews. 

30 

 Building Plan Review - Review building plans to make sure they meet minimum or better 
local and state codes for buildings, structures, heating and ventilating, electric, and plumbing 
for construction of commercial, residential buildings and other structures.   

10 

3. Code Enforcement / Local Zoning Review - Follow up on complaints from citizens, 
employees and owners of places of business and residential property to verify that they meet 
local zoning requirements and state building codes. 

5 

4. Customer Relation- Provide customer service by discussing projects, building plans, 
potential zoning issues and complaints with architects, engineers, building trades 
contractors, and general public. 

5 

5. Permitting and Maintain Project Files - Ensuring building / subcontractor permit 
applications are complete and issuing permits for work to be done within the Town.  File 
paperwork after inspections and plan reviews. 

5 

Perform additional duties as assigned and attend the Town required training. Regular attendance is required. Work 
in a manner that is aware of personal safety and the safety of others and observes safety, health and sanitation 
codes, regulations, or practices required by the Town or governmental authority. 
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Required Minimum Qualifications 
 
Education & Experience 

• High school diploma or equivalent 
• 1-3 years building construction trades or construction management experience. 
• Valid Wisconsin driver’s license  
• At least 2 of the following Wisconsin Commercial Certifications and Uniform Dwelling Code Inspector 

Certifications.:  
o Wisconsin Commercial Inspection Certification: Building & HVAC 
o Wisconsin Commercial Inspection Certification: Plumbing 
o Wisconsin Commercial Inspection Certification: Electrical 
o Uniform Dwelling Code Inspector Certification: Building & HVAC  
o Uniform Dwelling Code Inspector Certification: Plumbing  
o Uniform Dwelling Code Inspector Certification: Electrical  

• All 3 Uniform Dwelling Code Inspector Certifications required within 1 year of employment.  
State Certifications must be renewed every 4 years. 24 hours of continuing education required every 4 years.  
Town pays for continuing education and certification renewal. 

   
Knowledge, Skills, and Abilities 

● Knowledge of current state construction code – building, heating and electrical. 
● Knowledge of construction methods and materials common to commercial, industrial, and residential 

construction projects. 
● Skilled in effective verbal and written communication. 
● Skilled in customer service / conflict resolution. 
● General proficiency with basic Microsoft Office products including Excel, Word, and Outlook. 
● Ability to accurately interpret and enforce applicable codes 
● Analyze structural compliance, and read plans/specifications 
● Make independent judgement and decisions and effectively communicate to coworkers and the public. 

  
The Town may consider any equivalent amount of credentials, licensures, training, or experience that provides the 
necessary knowledge, skills, and abilities to perform the duties and responsibilities of this job. 
 
Equipment Used 

Pick-up truck/passenger vehicle (Valid Wisconsin Driver’s License required), calibration equipment, GPS units, 
locating devices, tape measure and various hand tools, computer, iphone, calculator, copier, printer/scanner, 
Microsoft Word, Microsoft Excel, PowerPoint, Outlook, Adobe PDF, ESLA (state program). 

  
Working Conditions 

Work is performed both in indoor and outdoor settings. Movement is required over rough, uneven, or rocky 
surfaces while working in a variety of weather conditions such as heat, cold, wind, rain; exposure to conditions 
at project sites such as dirt, dust, caustic substances, and loud noise while making site visits. 
Typical hours are Monday – Thursday 7:00 am – 4:30 pm and Friday from 7:00 am – 11:00 am 

  
Physical Requirements 
The physical demands described here are representative of those that must be met by an employee to successfully 
perform the duties and responsibilities of the job. Reasonable accommodations may be made to enable qualified 
individuals with disabilities to perform this job.  



 

Page 3 of 3  Building Inspector I Job Description 

Regularly required to sit, stand, walk and use both hands to handle, touch, grasp; reach with hands and arms.  
Frequent talking, hearing/listening, and seeing/observing.  Occasional physical activities such as stooping, 
kneeling, crouching, standing, walking, lifting, grasping, feeling, bending/twisting, and performing repetitive 
motions.  Ability to lift up to 50 pounds on an occasional basis. 

 
Note 
The duties and responsibilities listed in this job description are intended to describe the general nature and level of 
work that may be performed. The omission of specific statements of duties does not exclude them from the job if 
work is similar, related or a logical assignment to the job. Percentage of time may vary widely depending on the 
needs of the position during any particular time period. 
 
This job description does not constitute an employment agreement between the employer and employee and is 
subject to change by the employer as the needs of the employer and requirements of the job change. 


