
Marion County, South Carolina

Title: Permit Technician

Class Code: 140 Status:Non-Exempt

Summary Objective

Under general supervision, to assist engineers, architects, homeowners and others by providing
routine and technical information related to the issuance of building permits and business
license; to provide technical information regarding routine building code requirements and
ordinances; to assist public in completing applications and other required forms; to track permit
applications received as they proceed through interdepartmental processes. Reports to the
Building Official.

This class works under close supervision according to set procedures.

Essential Functions

The essential functions listed below are those that represent the majority of the time
spent working in this class. Management may assign additional functions related to the
type of work of the class as necessary.

● Provides information at the counter, by telephone and through correspondence in
response to relatively routine questions regarding building ordinances and codes,
building permit application process and procedures and business license applications

● Directs the public to various County departments for information necessary to apply for
permits.

● Assists the public in completing building permit and business license applications and
other necessary forms

● Reviews building permits and business license applications for completeness.

● Accepts construction plans and plan documents for permit processing, and accurately
calculates fees for plan check, building permits and business license.

● Issues permits after submitted documents have received the appropriate required
departmental review.

● Verifies that valid contractor’s license is current and active

● Sorts and route permit applications packages.

● Writes routine reports, helps maintain a variety of records
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● Issues minor permits where professional evaluation is not required

● Determines and collects fees for permits and Business license.

● Provides information, and answers questions for the public regarding departmental
policies and procedures pertaining to permits and business license.

● Maintains and manages an inventory of forms, applications and office supplies.

● Performs related work as assigned.

Minimum Education and Experience Requirements:

● Requires High School graduation or GED equivalent.

● Requires two (2) years of customer service experience and contact with the general
public.

● Must be able to successfully complete the requirements for ICC Certified Permit
Technician within one (1) year of employment.

Physical Demands:

Physical demands refer to the requirements for physical exertion and coordination of limb and
body movement.

● Mobility to work in a standard office setting and utilize standard office equipment including
computer; vision to read printed matter; hearing and speech to converse in person an
over the telephone. While performing the duties of this job, the employee is frequently
required to walk, sit, talk and hear. The employee is occasionally required to use hands to
finger, handle, feel or operate objects, tools, or controls; and reach with hands and arms.
The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities
required by the job include close vision and the ability to adjust focus.

Unavoidable Hazards (Work Environment):

Unavoidable hazards refer to the job conditions that may lead to injury or health hazards even
though precautions have been taken.
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● None

Special Certifications and Licenses:

● ICC Certified Permit Technician

Americans with Disabilities Act Compliance

Marion County is an Equal Opportunity Employer. ADA requires Marion County to provide
reasonable accommodations to qualified persons with disabilities. Prospective and current
employees are encouraged to discuss ADA accommodations with management.

Standard Clauses

May be required to work nights, weekends and holidays to meet the business needs of the
County.

This job description is not designed to cover or contain a comprehensive listing of essential
functions and responsibilities that are required of an employee for this job. Other duties,
responsibilities, and activities may change or be assigned at any time with or without notice.

Essential Safety Functions

It is the responsibility of each employee to comply with established policies, procedures and
safe work practices. Each employee must follow safety training and instructions provided by
their supervisor. Each employee must also properly wear and maintain all personal protective
equipment required for their job. Finally, each employee must immediately report any unsafe
work practices or unsafe conditions as well as any on-the-job injury or illnesses.

Every manager/supervisor is responsible for enforcing all safety rules and regulations. In
addition, they are responsible for ensuring that a safe work environment is maintained, safe
work practices are followed and employees are properly trained.
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