
TOWN OF ENNIS​
POSITION DESCRIPTION 

POSITION: Code Compliance Specialist 

DEPARTMENT: Administration 

ACCOUNTABLE TO: Mayor or Chief Administrator 

SUMMARY OF WORK 

The Code Compliance Officer is responsible for administering and enforcing the Town of 
Ennis Municipal Code through education, investigation, inspection, documentation, and 
enforcement activities. This position serves as the Town's primary code enforcement 
specialist  and works cooperatively with residents, businesses, contractors, the Zoning 
Administrator, Public Works Department, law enforcement, and the Town Attorney to 
achieve compliance. 

The Code Compliance Specialist conducts field inspections, investigates complaints, 
documents violations, issues notices and citations, maintains enforcement records, 
prepares reports and case files, and provides testimony and supporting documentation for 
legal proceedings when necessary. The position also assists residents and businesses in 
understanding permitting requirements and municipal regulations. 

JOB CHARACTERISTICS 

Nature of Work: 

This position performs independent field and office work requiring judgment, diplomacy, 
conflict resolution skills, and the ability to interpret and enforce municipal ordinances 
consistently and fairly. The position requires frequent interaction with the public and may 
involve difficult or contentious situations. 

Work is performed both indoors and outdoors in all weather conditions. Duties require 
travel throughout the Town and may occasionally require attendance at evening meetings, 
court proceedings, or Commission meetings. 

Personal Contacts: 

Extensive contact with residents, business owners, contractors, property owners, 
developers, elected officials, legal counsel, public agencies, and members of the public. 



ESSENTIAL FUNCTIONS 

• Investigates complaints regarding alleged violations of Town ordinances and municipal 
code provisions. 

• Conducts site inspections and field investigations to document conditions, collect 
evidence, and determine compliance with municipal regulations. 

• Enforces provisions of the Town of Ennis Municipal Code, including but not limited to 
nuisance violations, junk and debris, abandoned vehicles, sign regulations, property 
maintenance standards, right-of-way encroachments, permitting requirements, and other 
adopted municipal regulations. 

• Reviews records, permits, property ownership information, maps, and other 
documentation necessary to determine compliance status. 

• Maintains detailed case files including photographs, inspection reports, correspondence, 
notices, and enforcement actions. 

• Issues warning notices, notices of violation, compliance orders, administrative citations, 
and other enforcement documents authorized by Town ordinance. 

• Monitors compliance deadlines and conducts follow-up inspections to verify corrective 
actions have been completed. 

• Coordinates enforcement activities with the Zoning Administrator, Public Works 
Department, Madison County officials, law enforcement agencies, state agencies, and other 
governmental entities. 

• Assists residents, contractors, and business owners in understanding permitting 
requirements and compliance obligations. 

• Works collaboratively with property owners to obtain voluntary compliance whenever 
possible before pursuing enforcement actions. 

• Prepares reports, recommendations, and enforcement summaries for the Mayor, Town 
Commission, Planning Board, and other public bodies. 

• Prepares case files, exhibits, photographs, inspection records, and supporting 
documentation for review by the Town Attorney. 

• Provides testimony and factual evidence in administrative hearings, municipal court 
proceedings, or other legal proceedings as required. 



• Tracks complaint activity, enforcement actions, and compliance outcomes and prepares 
periodic reports regarding enforcement activity. 

• Assists with the development and implementation of code enforcement policies, 
procedures, forms, and public education materials. 

• Serves as a resource to Town staff regarding code interpretation and compliance issues. 

• Performs other related duties as assigned. 

KNOWLEDGE, SKILLS, AND ABILITIES 

Knowledge of: 

• Municipal government operations and procedures. 

• Principles and practices of code enforcement and regulatory compliance. 

• Municipal ordinances, zoning regulations, permitting requirements, and related state 
laws. 

• Basic building construction practices and terminology. 

• Property maintenance standards and nuisance abatement practices. 

• Investigation methods and documentation procedures. 

• Public records management and legal documentation requirements. 

Skills in: 

• Conflict resolution and de-escalation. 

• Public communication and customer service. 

• Report writing and preparation of legal documentation. 

• Time management and organization. 

• Photography, recordkeeping, and evidence documentation. 

• Use of computers, databases, GIS mapping systems, and Microsoft Office software. 

Ability to: 



• Interpret and apply municipal codes, ordinances, and regulations. 

• Communicate effectively both orally and in writing. 

• Establish and maintain positive working relationships with the public. 

• Exercise sound judgment in enforcement situations. 

• Work independently with limited supervision. 

• Prepare clear and accurate reports and correspondence. 

• Maintain confidentiality when appropriate. 

• Testify effectively in legal proceedings. 

• Walk construction sites and undeveloped property in varying terrain and weather 
conditions. 

EDUCATION AND EXPERIENCE 

The above knowledge, skills, and abilities are typically acquired through a combination of 
education and experience equivalent to: 

• High School Diploma or GED required. 

• 1 year of experience in code enforcement, planning, zoning, construction, building 
inspection, law enforcement, property management, public works, or a related field. 

• Equivalent combinations of education and experience may be considered. 

SPECIAL REQUIREMENTS 

• Must possess a valid Montana Driver's License. 

• Must be able to obtain certification through the International Code Council (ICC), or 
equivalent code enforcement training program within 6 months of hire. 

 

WORKING CONDITIONS 

Work is performed both in an office setting and in the field. The position regularly 
encounters uneven terrain, construction sites, adverse weather, traffic hazards, and 



potentially confrontational situations. The employee must be able to walk, climb, bend, 
kneel, take measurements, operate a vehicle, and occasionally lift up to 40 pounds. 

JOB PERFORMANCE STANDARDS 

Performance of this position shall be evaluated based upon: 

• Timely response to citizen complaints. 

• Accuracy and completeness of inspections and case documentation. 

• Fair and consistent enforcement of municipal regulations. 

• Successful resolution of compliance issues. 

• Quality of communication with residents and businesses. 

• Preparation of accurate reports and legal documentation. 

• Maintenance of professional working relationships. 

• Adherence to Town policies and procedures. 

• Contribution to the development of a proactive and effective municipal code compliance 
program. 

 


