Is now accepting applications for:

City of San Mateo

An Equal Opportunity Employer

Plan Check Supervisor

Closing Date:
Open Until Filled
Recruitment May Close At Any Time

The City
San Mateo is a city of approximately 100,000 residents, strategically located midway between San Francisco and
San Jose, and is within the Silicon Valley. One of the City’s strengths is its diversity, both in the ethnic makeup
and the physical development of the community. San Mateo has a vibrant business and retail environment with
national and international businesses, two major shopping centers and an active downtown. The community
values its historic and new residential neighborhoods and recently approved a major new Transit Oriented
Development that will add 1,066 new homes, 93,000 square feet of new retail, and as much as 1.1 million square
feet of commercial office space.
The City organization has a culture of innovation, collaboration and strong customer service. The City’s annual
budget is $130 million and is staffed by over 550 full time employees. The City is continually evaluating new and
innovative ways of providing high quality services to its residents while acknowledging the competing demands for
the limited funds available. Find out more interesting facts at: www.cityofsanmateo.org

The Department
The Community Development Department is staffed by 50 employees. The Department, comprised of Planning,
Neighborhood Improvement and Housing, Code Enforcement, and Building, provides a broad range of functions
relating the development of the community. The Planning Division provides long-range planning and review of
applications for new developments. The Neighborhood Improvement and Housing Division provides development
and maintenance of affordable housing and oversees community grants. The Code Enforcement Division provides
enforcement of City Codes as they relate to the maintenance and safety of properties. The Building Division
provides construction permit review, issuance, and inspection for residential and commercial structures.

The Position
The Plan Check Supervisor under the general direction of the Building Official, plans, organizes, directs and
supervises the plan check operations within the Building Division. This position performs complex and advanced
professional plan check activities for commercial, residential, and other structures to ensure compliance with
building codes, laws, ordinances and regulations; assists in conducting field inspections; provides technical
guidance and supervision to other professional and technical staff and serves in the absences of the Building
Official. The Plan Check Supervisor also works closely with plan review staff from other city departments to ensure
a seamless, coordinated plan review process.

The Duties
Depending upon assignment, duties may include, but
are not limited to the following:









Recommend and assist in the implementation of
goals and objectives; establish schedules and
methods for plan check operations; implement policies and procedures; monitor code changes and
update city practices as required.
Plan, prioritize, assign, supervise and review the
work of staff involved in plan check operations.
Participate in budget preparation and administration; prepare cost estimates for budget recommendations; monitor and control expenditures.
Participate in the selection of staff; provide and
coordinate staff training; work with employees to
correct deficiencies; implement discipline procedures.
Coordinate plan check activities with other City
departments and with outside agencies.












Conduct plan checks on commercial, industrial and
residential buildings and structures; review plans calculations and reports for compliance of the adopted codes
and ordinances.
Represent the Division at various boards, commissions,
professional and community meetings.
Prepare administrative reports on building activities and
performance on customer service standards.
Build and maintain positive working relationships with
co-workers, other City employees and the public.
Confer with homeowners, design professionals, builders
and the public concerning building codes and permit
requirements; investigate complaints and recommend
corrective actions as necessary to resolve issues.
Foster an environment embracing diversity, integrity,
trust, and respect; be an integral team player, which
involves flexibility, cooperation, and communication.
Conduct field inspections as required.

What You Bring
Any combination of experience and training that would likely provide the required knowledge skill and abilities
is qualifying. A typical way to obtain the knowledge and abilities would be:
Training:

Equivalent to a Bachelor’s degree from an accredited college or university with some course work in advance math, preengineering, building design, construction technology. Bachelor degree with major coursework in civil, mechanical, or structural
engineering, architecture or a related field is desirable.
Experience:

Three years of increasingly responsible experience in building design review and/or plan checking in a municipal environment,
including one year providing technical and functional supervision over assigned personnel.
License or Certificate:

Possession of, or ability to obtain, a valid California driver’s license.

Possession of a Plans Examiner Certificate issued by the International Code Council, or other state, national or International
association.

Possession of a Registration as a professional engineer or architect in the State of California is highly desirable.

What You Need









Principles and practices of supervision, training and
performance evaluations.
Principles, methods and practices of architecture or
engineering and their applications on building plan review.
California Building Standards Codes, and applicable state
laws and local ordinances.
Basic Planning and zoning codes and ordinances.
Recent developments, current literature and sources of
information regarding technology, materials and methods of
construction.
Principles and practices of budget monitoring and safety
management.
Pertinent local, state and federal laws, ordinances and rules
governing engineering and architecture









Establish and maintain effective working relationships with those
contacted in the course of work.
Organize, implement and direct plan check operations/activities.
Perform detailed analysis and examination of building design
plans, calculations and related documents.
Interpret and explain pertinent plan check and department
policies and procedures.
Supervise, train and evaluate assigned staff. Resolve conflict
and issues with tact.
Develop and recommend policies and procedures related to
assigned operations.
Work with various cultural and ethnic groups in a tactful and
effective manner. Communicate clearly and concisely, both
orally and in writing.

Assist in the development & monitoring of an assigned
program budget.

ADA Special Requirement: Essential duties require the following physical abilities and work environment: Ability to sit, stand, walk,
kneel, crouch, squat, stoop, reach, twist, climb, and lift 50 pounds; exposure to extreme noise, outdoor, confining work space, electrical
hazards, vibration, chemicals, dust, toxic waste, mechanical hazards, and explosive materials.

What We Offer:

The City of San Mateo offers an excellent compensation package.

Salary Range: $ 9,498 — $ 11,332 per month
Retirement: Enrollment in California Public Employees Retirement System (CalPERS) - 3 year average final compensation
Classic Members: 2% @ 55 with employee paid CalPERS of 7.2%.
New CalPERS Members: 2% @ 62 with employee paid CalPERS of 6.25%.
Participation in Social Security and State Disability Programs.
Insurance:

A choice of medical plans, with City paid single coverage of 100% of the lowest cost HMO single rate coverage
OR City paid two party or family coverage up to 90% of the least costly HMO
OR $160 per month if medical coverage is waived. City Paid dental, vision, and life insurance premiums.

Vacation:

20 – 25 working days annual vacation, depending on length of service.

Holidays:

13 days paid holiday per year (includes 3 floating holidays).

Leaves:

12 sick days per year earned; extended sick leave and family sick leave.

Exec. Leave:

48 hours annually

Programs:

City contribution of 1.5 % of base salary to Deferred Compensation in addition to a 1.0% City match of
Employee contribution, Free Fitness classes through the City of San Mateo Parks and Recreation,
Employee Assistance Program and Credit Union Membership

Bilingual Differential: $195 monthly (if applicable)
This classification is represented by the San Mateo Management Employees Association

The Examination and Selection Process
ADA -

In compliance with the Americans with Disabilities Act, applicants requiring accommodations for any part of the testing or
recruitment process must notify the
Human
Resources Department
seven (7) days in advance of the deadline for the part of the process requiring
accommodations.

IRCA - To comply with the

Immigration Reform and Control Act, all
new employees must provide proof of
authorization to work in the United
States.

NEW EMPLOYEES are subject to
fingerprinting, drug testing, medical
and background reviews and are
required to present an original social
security card at the time of
appointment.

Based upon a review of the first 50 employment applications, résumés and
supplemental questionnaire received, a limited number of the most highly qualified
candidates will be invited to participate in the examination process consisting of an
Oral Panel Interview followed by a written exercise. This examination process will
take place when enough applications have been received.
A writing sample exercise will follow the Oral Panel Interview.
An eligible list will be established from those who pass the examination process.
Current and future vacancies may be filled from this list. The list will remain in effect
for at least one year unless exhausted sooner.
NOTE: The City of San Mateo reserves the right, at its discretion, to limit the
number of qualified candidates invited to the examination process.

SALARIES for new employees are

Required Supplemental Questions: Please provide answers to the following
questions. Responses to the supplemental questions will be used in the selection process. Neatness, clarity of expression, grammar, spelling, and ability to follow instructions will be considered in evaluating your responses:

THE PROBATIONARY PERIOD is

1. Describe a time when despite careful plan checking, things got out of hand and
what you did to handle the situation?

REQUIRED qualifications must be

maintained throughout employment.
Employees who are required to drive
must be insurable.
established at the department level
interview.
one year for new appointments.

APPEALS must be submitted in

writing within seven days of decision or
event being appealed. An appeal
concerning the contents or
administration of an examination
process shall be filed within seven days
of the date that the challenged portion
of the examination / interview is given.

VETERANS with at least 18 months
of active duty service within five years
of date of application and those
veterans having a 25% wartime
disability are also eligible for bonus
points. Proof of service or disability is
due at application deadline.

THE POLICY the City of San Mateo

is to grant equal employment
opportunity to all qualified persons
without regard to race, color, sex, age,
religion, ancestry, physical or mental
disability, sexual preference, marital
status, or national origin. It is the intent
and desire of the City of San Mateo that
equal employment opportunity will be
provided in recruiting, hiring, training,
promoting, wages, benefits, and all
other privileges, terms and conditions of
employment.
The City of San Mateo complies with
employment provisions of the
Americans with Disabilities Act.

2. Describe your leadership style and provide an example in which you demonstrated your leadership ability.
3. Please describe your experience working a customer service counter and name
two essential criteria in establishing effective customer service standards.

How to Apply
Go to www.cityofsanmateo.org to apply on-line. Click on “I want to…”, “Apply for…”,
“A Job with the City”, and “Plan Check Supervisor” links to complete an on-line
employment application, supplemental questionnaire, and attach a résumé or
mail a complete employment package to:
City of San Mateo,Human Resources Department
330 West 20th Avenue, San Mateo, CA 94403

This Recruitment is Open Until Filled
Recruitment May Close At Any Time
All applicants must submit a completed official City of San Mateo employment
application, supplemental questionnaire and résumé by the filing date. Unless
otherwise specified, ALL RESPONSES WILL BE CONDUCTED VIA THE EMAIL
ADDRESS PROVIDED IN YOUR ONLINE APPLICATION. Therefore, it is
imperative that you provide an email address to which you have access, and it is
recommended that you frequently check your email for notices from:
sanmateo@CalOpps.org

THIS ANNOUNCEMENT is meant only as a general description guide and is subject to change. It does not
constitute an expressed or implied contract.

