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Permits Specialist II

Grade:  5


FLSA: Non-Exempt

Date:
12/2023

Job Summary:  Performs a variety of well-defined tasks to process permit applications received by the Department; ensures that all required agency approvals are obtained; performs various cash-handling and reconciliation functions

Essential Functions:
1. Review permit applications for completeness and accuracy; 
2. Determines the appropriate approval process for all permit applications;
3. Responds to questions regarding the permit process and applicable regulations from prospective applicants and their consultant(s); 
4. Forwards copies of zoning permits to the relevant agencies for review;

5. Manages the permit and accounting records for all fees charged and monies collected by the Department; 
6. Generate cash-handling and reconciliation reports that are transmitted to the Department of Finance;
7. Prepare and maintain relevant files, reports, logs, and records; and
8. Performs other duties as assigned.


Required Knowledge, Skills, and Abilities:  

1. Ability to gain thorough knowledge of St. Mary’s County Government policies and procedures;

2. Ability to act as a representative of St. Mary’s County Government to the public;

3. Ability to effectively communicate (verbally and in writing) with internal and external customers;

4. Ability to learn various permitting procedures in accordance with State and local regulations;

5. Ability to use available resources to research information;

6. Ability to keep accurate permits records and financial records;

7. Ability to follow through with assigned tasks and meet required deadlines;

8. Ability to learn how to use relevant computer software and other office equipment.

Education and Experience: 
9. High school diploma or G.E.D.;

10. Two years or more of related job experience;

11. Or equivalent technical training, education, and/or experience.

Physical and Environmental Conditions: 

Work requires light physical effort.  Work environment involves everyday risks or discomforts which require normal safety precautions typical of such places as offices or meeting rooms, e.g., use of safe workplace practices with office equipment, and/or avoidance of trips and falls. 


The above job description is not intended as, nor should it be construed as exhaustive of all responsibilities, skills, efforts, or working conditions associated with this job.  

Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions of this job.

I certify that this is an accurate statement of the essential functions and responsibilities of this position.
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