
                                                        CITY OF HAWTHORNE 
HUMAN RESOURCES DEPARTMENT 

ASSISTANT BUILDING REGULATIONS MANAGER 
Class Specification 

 

JOB SUMMARY 

Under general direction, assists in the overall management of the Building & Safety Department; 
plans, organizes, manages and directs the activities of the Building and Safety 
Department; supervises professional, technical, and administrative staff; develops and 
implements policies for compliance of State laws and City ordinances governing the construction 
and use of structures, and buildings for residential, commercial and industrial structure properties; 
and does related work as required. 

DISTINGUISHING CHARACTERISTICS 

This is a single-position class responsibility for participating in the planning, development, 
administration, and evaluation of operations of the Building and Safety Department.  The 
incumbent is a working supervisor responsible for planning, organizing, assigning, and evaluating 
the work of assigned staff.  The Assistant Building Regulations Manager reports directly to the 
City Manager or designee. 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

The following is a list of typical duties assigned to the classification.  The duties included on this 
list are examples and are not intended to be all inclusive or restrictive. 

• Plans, organizes, assigns, directs, reviews, and supervises the work of professional, 
technical staff. 

• Works closely and collaborates on plan reviews with the Planning Department, 
Engineering Department, Fire Department, and other relevant agencies; 

• Coordinate with architects, engineers, contractors, property owners, and the general 
public to interpret code ordinances.  

• Advises and assists staff in the interpretation of complex building regulations and review 
their work to ensure consistency and effectiveness in enforcing codes and implementing 
policies; 

• Identifies, develops, and directs the implementation of priorities, goals, objectives, 
policies, procedures, and work standards for the Department; 

• Reviews and oversees the activities of plan check contract staff to ensure work complies 
with department practices and contract terms; 

• Respond to inquiries from both in-person visitors at the counter and over the telephone. 
• Resolves complex structural problems that arise during construction and provides expert 

analysis of the impact of building regulations on project proposals; 
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• Provides technical training for personnel engaged in building inspection, design, and 
regulation; 

• Reviews and modifies procedures and guidelines related to division operations; 
• Prepares a variety of written material such as staff reports, memoranda, and 

correspondence, including reports to regulatory agencies and other commissions; 
• Ensures appropriate staff is informed and current on changes on new legislation 

pertaining to codes and regulations; 
• Works closely with other supervisors, managers, and city staff to coordinate activities, 

deliver optimal customer service, and resolve a variety of customer concerns or issues; 
• Manages special projects as assigned; 
• Performs related duties as required. 

 

MINIMUM QUALIFICATIONS 

Education, Training & Experience 

• Bachelor’s degree in civil or structural engineering or related field; and 
• Three (3) years of professional experience in civil or structural engineering, structural 

design, or plan checking for residential, commercial, and industrial structures.  
Supervisory experience is preferred. 

Licenses, Certifications and/or other Special Requirements 

• Certified Building Official (CBO) from the International Code Council (ICC) 
• Professional Civil and/or Structural Engineer from the California Board for Professional 

Engineers and Land Surveyors; 
• Possession of a Building Plan Examiner Certification (B3) from the International Code 

Council (ICC) 

• A valid California driver’s license and the ability to maintain insurability under the City’s 
vehicle insurance policy. 
 

 

KNOWLEDGE, SKILLS, AND ABILITIES 

Knowledge of: 

• Principles and techniques of building design, practices, and materials; 
• Principles and practices of management and supervisory including discipline, 

performance management, employee motivation, and training; 
• Engineering principles and practices as applied to building construction and Public 

Improvement, design of public and private structures, water distribution, sewer and 
drainage systems; 

• Federal, State, local laws, Municipal codes, environmental and zoning regulations, and 
related ordinances; 

• Building construction codes, ordinances and requirements related to structural, 
electrical, plumbing, air-conditioning and related installation; 
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• Safety regulations as required by OSHA and other regulatory agencies; 
• Safety standards and methods of building and Public Works construction; 
• Principles and practices of budget preparation and administration; 

Ability to: 

• Manage the work of subordinates including coaching staff for improvements and 
development, training, assigning, monitoring and evaluating work performance; 

• Make engineering computations and analysis to check building construction; 
• Develop, understand, interpret laws and execute rules, regulations, policies and 

procedures.; 
• Read, understand and interpret technical reports, contracts, plans, and specifications to 

determine compliance with appropriate codes; 
• Effectively prepare and present clear, concise, accurate and comprehensive reports and 

recommendations, and agenda items; 
• Effectively communicate information and concepts so others will understand, including 

technical terms, codes, and regulations; 
• Organize work, establish priorities, and exercise sound and independent judgment within 

established guidelines; 
• Use a computer and work-related computer applications, such as word processing, 

permit tracking software, spreadsheets, database management, financial systems, 
electronic mail, and the internet; 

• Establish and maintain an effective working relationship with the City Council, public 
officials, contractors, architects, developers, other governmental agencies, consultants, 
property owners, staff the public and others encountered in the course of work. 

• Safely operate a motor vehicle during course of performing duties; 
• Exercise good judgment and confidentiality in maintaining information and records. 

PHYSICAL DEMANDS 

The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this class. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions.  
 
While performing the duties of this job, employees are regularly required to sit; talk or hear, both 
in person and by telephone; use hands to finger, handle and feel computers and standard 
business equipment; and reach with hands and arms. The employee must occasionally lift 
and/or move up to 25 pounds. May on occasion operate a motorized vehicle. 
 
Specific vision abilities required by this job include close vision and the ability to adjust focus. 
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WORKING CONDITIONS 

The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this class. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions.  
 
Employees work under typical office conditions and the noise level is usually quiet.  
 

FLSA Status:  Exempt 
Bargaining Unit: HEG 
Civil Services Status: Non-Classified 
CSC Approval: August 2024 
 


