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Oriented, highly experienced, educated professional with strong administrative, 
clerical, investigative, planning and implementation skills, who is outgoing, 
enthusiastic, self-motivated, eager to learn and is seeking a challenging, yet 
successful position in a professional work environment.

EXPERIENCE

Lead Code Enforcement Officer
ABC Corporation - OCTOBER 2005 – DECEMBER 2008

 Conducted field observations and inspections in a professional 
manner maintaining tact and good judgment while being aware of 
other peoples actions and maintaining a positive approach.

 Determined and maintained compliance with Town ordinances, laws 
and land development regulations.

 Answered questions, emails, returned phone calls using excellent 
customer service skills and effective communication.

 Processed applications and issued Occupational Licenses and building
permits.

 Examined, analyzed and interpreted records, laws, codes, ordinances 
and prepared and managed case files, detailed reports and violation 
notices.

 Performed related clerical duties such as typing, filing, answering and 
returning phone calls, faxing, copying and greeting customers.

 Prepared various documents, forms, spreadsheets, reports and 
correspondence using Excel and Windows applications.

Code Enforcement Officer 
ABC Corporation - 2002 – 2005

 Inspect properties within the City of Waco for compliance of the 
International Property Maintenance Code and Local Codes.

 Condemned structures that were considered substandard when it did 
not meet the local standards or specifications established in the 
International Property Maintenance Code.

 Required owners to maintain their structures and to prevent 
infestation of insects and rodents.

 Inspections were conducted to the complaints generated from 
citizens, police department, fire department, health department or 
other sources.

 Systematically inspected structures used for commercial or 
residential purposes.

 If found to be unsafe, then the property owner would notified in 
writing to bring the property into compliance.
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 Inspected vehicles to see if they were being maintained according to 
the State Laws, if they were found to be in violation, a notice was sent
to the registered owner to bring into compliance, if not the violation 
was abated..

EDUCATION

 A.A. - (Gulf Coast Community College - Panama City, FL)

SKILLS

Typing, Computer, Accounting,.
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