
EMPLOYMENT OPPORTUNITY 

EQUAL OPPORTUNITY / AFFIRMATIVE ACTION EMPLOYER / ADA COMPLIANT 

WALLA WALLA COUNTY 
P.O. Box 1506 □ Walla Walla, Washington 99362 
phone: (509) 524-2600 □ Fax: (509) 524-2603 

 

 
Community Development Department 

 
Position: Building Official/Fire Marshall 
Starting Salary: $6,248.67/month - $9,184.93/month, Starting Salary: DOQ, DOE 
Location: Community Development Department 
Employment Type: Full-time (40 hours/week); FLSA Exempt, Non-Union Open Until Filled 

 
Full time benefits include: 
• County pays $1,500/month towards medical, dental, vision, life insurance and employee assistance 
program for employee and eligible family members. • Retirement: Walla Walla County full time employees 
are eligible for Washington State Department of Retirement Services (DRS) • HRA Veba account: 
Employer contribution may apply • Wellness program • Deferred compensation plans offered • Twelve paid 
holidays annually • Vacation accrual based on seniority • Benefited employees shall accrue sick leave 
benefits at the percentage rate of hours worked per week, to a maximum of eight (8) hours earned per 
month based on a forty (40) hour workweek but not less than one (1) hour per every forty (40) hours 
worked per County Policy 30.05.0 

 
Visit Walla Walla County Website for detailed benefits information. 

 
Brief Duties and Responsibilities: Manages the Building Division that has responsibility for safety and 
health oversight relative to the building/construction environment and the efficient delivery of those 
services. Develops policies to implement goals of the Division and Community Development Department 
that are consistent with federal, state, and local regulations. Establishes, follows, and institutes procedures 
to assure compliance with County policies and Department goals and objectives. 

 
Working Environment/Physical Abilities: Position requires driving, climbing, balancing, stooping, 
kneeling, crouching, crawling, reaching, standing, walking, pushing, pulling, lifting, grasping, feeling, 
talking, hearing/listening, seeing/observing. Position will require exerting up to twenty (20) pounds of force 
occasionally, and/or up to ten (10) pounds of force frequently, and/or a negligible amount of force 
constantly to move objects. If the use of arm and/or leg controls requires exertion of forces greater than 
that for sedentary work and the worker sits most of the time, the job is rated for light work. 

Minimum Qualifications: Five (5) years of specialized/technical training and/or experience in building 
inspection and in the application and use of the Uniform or International Building Codes. Three (3) or more 
years’ experience as a building official; OR a bachelor’s degree in architecture, Structural Engineering, 
Construction Management, or related field; OR a combination of education and managerial/supervisory 
experience demonstrating equivalent administrative ability and code knowledge. Supervisory experience 
gained in the construction industry may be substituted for a portion of required training in building 
inspection. 

Application: County Application, Resume and Cover Letter Required. Information available on our 
website at www.co.walla-walla.wa.us where you can apply online. 

 
SELECTION IS BASED ON QUALIFICATIONS, ORAL INTERVIEW, BACKGROUND CHECK AND 

DRIVING RECORD CHECK. 
 

http://www.co.walla-walla.wa.us/


 

 
GENERAL INFORMATION FOR APPLICANTS 

EQUAL OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER: All qualified persons 
will be considered for employment without regard to race, color, religion, sex, nationality, 
origin, age, political affiliation, disability status or any other non-merit factor. Women, 
disabled persons, members of ethnic minority and other under-represented groups are 
encouraged to apply. 

APPLICATIONS 

FILING OF APPLICATION: Applications must be completed in accordance with the 
directions on the front of the announcement. Applicants are responsible for the truth of 
all statements. Misrepresentations, incomplete or inaccurate entries may be the cause for 
application rejection, removal from the employment list or discharge from County service. 
A background investigation will be conducted along with reference and former employer 
checks, driving record, and criminal history if applicable to requirements of the job. 
Applications must be received or postmarked by the last date for filing applications. 

 
CHANGE OF ADDRESS: Applicants are responsible for notifying the hiring department 
of any change of address or telephone number. 

 
NOTIFICATION: Unsuccessful candidates will be notified by email as soon as feasible 
following the final selection decision. 

EMPLOYMENT 

ELIGIBILITY LISTS: Walla Walla County reserves the right to establish an eligibility list 
to fill any vacancies that may occur in the posted position for a period up to twelve (12) 
months. 

 
NOTE: The provisions of this bulletin do not constitute an expressed or implied contract. 
Any provision contained herein may be modified and/or revoked without notice. Walla 
Walla County is committed to a drug, alcohol, and smoke free environment. 

Mailing Address: Human Resources/Risk Manager 
Human Resources/Risk Manager 314 W Main Street, 2nd Floor 
P. O. Box 1506 Walla Walla, WA 99362 
Walla Walla, WA 99362 Phone: (509) 524-2600 

Fax: (509) 524-2603 
Web site: www.co.walla-walla.wa.us 

 

http://www.co.walla-walla.wa.us/


Policy No.:   10.09.01 
HR Effective Date:  10/28/2019 

Walla Walla County 
Position Description 

 
JOB TITLE:         Building Official/Fire Marshal 
 
DEPARTMENT:   Community Development 
 
REPORTS TO:      Community Development Director  
 
PAY GRADE:         8, Full-time (40 hours/week), Benefits Apply, FLSA Exempt, Non-Union              
 
JOB SUMMARY:  Manages the Building Division that has responsibility for safety and health 
oversight relative to the building/construction environment and the efficient delivery of those 
services.  Develops policies to implement goals of the Division and Community Development 
Department that are consistent with federal, state, and local regulations.  Establishes, follows, 
and institutes procedures to assure compliance with County policies and Department goals and 
objectives.    
 
SUPERVISORY RESPONSIBILITIES:  Provide day-to-day supervision and management of 
Building Division staff including Building Inspectors, Plan Examiners, the Permit Coordinator, 
and support staff.  Oversees, plans, and manages training, conducts work assignments and 
performance evaluations, and makes hiring and disciplinary recommendations. 
 
ESSENTIAL FUNCTIONS: 

• Develop and recommend goals and objectives for the Division that provide conformance 
to County policies and Commissioners’ directives, and to ensure adherence to local, state, 
and federal regulations. 

• Develop, recommend, and implement programs and operational procedures for the 
Division necessary to accomplish Department goals and objectives. 

• Implement service standards for Division functions that reflect commitment to the 
Mission Statement of the Department. 

• Supervise and manage activities and performance of Division staff.  Provide training, 
work assignments, and performance reviews of subordinates.  Make hiring, disciplinary 
and termination recommendations to the Director. 

• Oversee the permitting, plan review, inspection, and enforcement activities of the 
Division. 

• Serve as the County Fire Marshal for administration and compliance of fire code. 
• Perform complex reviews of submittal documents to assure structural and non-structural 

elements of plans and specifications conform to building code requirements prior to 
permit issuance. 

• Represent the Division either directly or through reports at County Commissioners’ 
proceedings and community meetings, and to customer groups, media companies, civic 
organizations, and other outside agencies.  

 
EXAMPLE OF DUTIES: 

• Participate in development and monitoring the Community Development Department 
budget through review of past expenditures, determination of future needs, and 
management of material and manpower resources.  Review requisitions of material goods 
and services and approve expenditures based upon budgetary guidelines. 



Policy No.:   10.09.01 
HR Effective Date:  10/28/2019 

• Research, develop, and implement public education and public relations programs with 
respect to building code issues and activities. 

• Continuously monitor and modify County Building Division policies and procedures to 
provide ongoing, up-to-date conformance to State adopted regulations, amendments, and 
mandates. 

• Provide assistance and guidance to architects, engineers, building contractors and the 
general public in the interpretation and application of the building, plumbing, mechanical, 
fire, energy, and other adopted codes and standards.  Resolve disputes between the 
Division, contractors, and/or design professionals as needed.   

• Provide back-up for field inspection on commercial and residential projects during times 
of understaffing or when unusual or contested code conformance issues occur. 

• Direct the operation of the permit center.  Coordinate the integration of non-departmental 
requirements impacting building permit approval with outside agencies and departments.    

• Oversee the review building permit applications for completeness and the issuance of 
permits.   

• Oversee and or approve the verification of project completeness prior to the preparation 
and release of Certificates of Occupancy. 

• Develop forms and informational pamphlets and guidelines for customer use to expedite 
application preparation and processing and to reduce conflicts and confusion regarding 
code requirements. 

• Respond to customer questions and requests for assistance. 
• Develop, organize, direct, and execute necessary record keeping practices. 
• Direct timely, efficient, and fair actions to assure compliance with building and fire 

regulations when conventional enforcement actions are ineffective. 
• Represent the County as needed in legal matters in support of County enforcement 

practices and in the pursuit of gaining conformance to building and fire codes 
requirements.   

• Facilitate, and direct interaction between County Fire Districts and Building Division 
staff to assure enforcement of fire codes, safe maintenance of existing buildings, and 
implementation of State and local open burning regulations. 

• Special projects and other duties as assigned. 
 
EQUIPMENT TO BE USED:  Operate a variety of office machines, including personal 
computer, fax machine, typewriter, copy machine, and others.  Operate a motor vehicle, digital 
camera, and miscellaneous field inspection devices and equipment.     
 
WORKING ENVIRONMENT / PHYSICAL ABILITIES:  Position requires driving, 
climbing, balancing, stooping, kneeling, crouching, crawling, reaching, standing, walking, 
pushing, pulling, lifting, grasping, feeling, talking, hearing/listening, seeing/observing.  Position 
will require exerting up to twenty (20) pounds of force occasionally, and/or up to ten (10) pounds 
of force frequently, and/or a negligible amount of force constantly to move objects.  If the use of 
arm and/or leg controls requires exertion of forces greater than that for sedentary work and the 
worker sits most of the time, the job is rated for light work.   
 
KNOWLEDGE AND ABILITIES: 

• Knowledge of applicable federal, state, and local laws, codes, ordinances, policies, and 
procedures related to building inspection and code compliance. 

• Knowledge of design and engineering principles and practices. 
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• Knowledge of report preparation and records maintenance procedures.
• Knowledge of interpersonal skills.
• Knowledge of County organization, operations, policies, and objectives.
• Knowledge of operations of a computer and related permitting software.
• Ability to read, interpret, apply, and explain regulations, codes, plans, policies, and

procedures.
• Ability to provide information and technical assistance to builders, engineers, architects,

developers, and the general public relating to code standards.
• Ability to analyze situations accurately and adopt an effective course of action.
• Ability to prepare clear and concise correspondence and written materials.
• Ability to work independently with little direction.
• Ability to perform essential functions of the positions.
• Ability to use tact and diplomacy in dealing with the public.

EDUCATION AND EXPERIENCE:  Five (5) years of specialized/technical training and/or 
experience in building inspection and in the application and use of the Uniform or International 
Building Codes.  Three (3) or more years’ experience as a building official; OR a bachelor’s 
degree in architecture, Structural Engineering, Construction Management, or related field; OR a 
combination of education and managerial/supervisory experience demonstrating equivalent 
administrative ability and code knowledge.  Supervisory experience gained in the construction 
industry may be substituted for a portion of required training in building inspection.   

LICENSES AND OTHER REQUIREMENTS:  A minimum of three ICC certifications 
required at the time of hire, which must include one in building inspection and one in plan 
review.  Certification as a building official is required within one year of employment.  A valid 
driver’s license is required. Must successfully pass a background check and a driving record 
check. 

THIS POSITION DESCRIPTION DOES NOT CONSTITUTE A CONTRACT FOR 
EMPLOYMENT. 

https://walla-walla-county.ninjagig.com/apply-now/ccb5678a-69ff-4dc3-83c9-ef1f8ee45499
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