DEPARTMENT OF STATE CIVIL
SERVICE

P.O. BOX 94111-CAPITOL STATION
BATON ROUGE, LA 70804-9444

POSITION DESCRIPTION APPROVAL
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Department:
Agency:

Position Number:

Allocation Action:
Official Allocation:
Job Code:
Pay Level:
Delegated:

Career Progression Group:

Master Job Description:
Effective Date:

Position Audited:
Audit Date:

Comments:

Log Number:
Consultant:

Supervisor:

0100 - EXECUTIVE DEPARTMENT
0A04 - Louisiana Housing Corporation
50400949

Affirmed

BLDG PLANS EXAMINER 3
170740

TS-310

No

Yes

No

06/21/2019

No

158743
SLP
PDA




COMPENSATION DIVISION

POSITION DESCRIPTION DEPARTMENT OF STATE CIVIL SERVICE

P.0. BOX 94111 — CAPITOL STATION
BATON ROUGE, LA 70804-9111

Check appropnate request boxes if master ]ob descrlptnon, please attached master Iist of positions.

B uepaTe [J AGENCY APPEAL ] MASTER ___ #requested
[] JoB coRReCTION  [] 5.3 APPEAL [X] cAReer MAJOR AGENCY CODE & POSITION NUMBER
PROGRESSION GROUP TERIRRBLCANEA SR
] NEw POSITION _— 50 ‘f 6067Y ﬁ
CURRENT OFFICIAL JOB TITLE (IF POSITION IS IN A CPG, LIST CAP OF ALLOCATION) CHRRCNT- PP RAVEL CURRENT OFFICIAL J0B CODE
15-310 170740

Building Plans Examiner 3
REQUESTED OFFICIAL JOB TITLE

REQUESTED PAY LEVEL REQUESTED OFFICIAL JOB CODE

PERSONNEL SUBAREA

ORGANIZATIONAL UNIT NUMBER COST CENTER NUMBER /FUND WORK PARISH

50378208 East Baton Rouge 5000
EMPLOYEE GROUP (CHOOSE ONE) EMPLOYEE SUBGROUP (CHOOSE ONE)
FTHOURLY  [X] FTSALARY [ PT HOURLY [] non-ExempT [X] EXEMPT

EMPLOYEE'S NAME — LAST, FIRST HUMAN RESOURCES CONTACT

O ves Ono Denise Ackoury
AGENCY/DEPARTMENT ~ OFFICE ~ DIVISION HUMAN RESOURCES TELEPHONE
Louisiana Housing Corporation/Construction Compliance/ Quail Drive ( 225 ) 763-8700
OFFICIAL TITLE OF SUPERVISOR DIRECT SUPERVISOR'S POSITION NUMBER HUMAN RESOURCES EMAIL

Housing Finance Manager 50494062

INCUMBENT NAME POSITION NUMBER OFFICIAL JOB TITLE / AGENC‘I’

Rick Carraway 50382582 Building Plans Examiner 3

Sha'Davls Fletcher 50386927 Building Plans Examiner 3

[ DETERMINES WORK ASSIGNMENTS [] RECOMMENDS HIRING/PROMOTIONS [] TRAINS STAFF NUMBER OF
0 DIRECT

[J REVIEWS AND APPROVES WORK ] PREPARES & SIGNS PES RATING ] APPROVES LEAVE SUBORDINATES

B Organizational Chart (required)  [X] Duties / Responsibilities {required) ~ [] Comments [] MID Position Numbers [ ] Contracted Personnel Form

oATE ] 1certify that the information in this document s true and correct to the best of
my knowladge.
[0 1certity that 1 have reviewed the pasition description. | disagree with a portion of
EMPLOYEE i and hain aitached
Icertify that | with this document.
S L1 rcertity that 1 agree
[ icartity that 1 have reviewed the posit 1 disagree with a portion
DIRECT SUPERVISOR 2 of the eontents and have attached comments.
A /
- = \ DATE
¥ / 4 —, ~ I certify that | agree with this document.
-~ - - \ |
ﬁ-ﬁmmmswrmuuu; N 114 |
o |17 | O 1contity thatt have reviewed the position description, | |
Fita disagree with a portion of tha contents and have attached |
3 a . iy comments.
REITH C LW VA } . Pas .
" PRINT NAME AND TITLE OF APPOINTING AUT rv € - IHECC [T
Position Description SCS will keep this document for six {6) years. Page1of2



| 8 JOB DUTIES AND RESPONSIBILITIES

Provide a brief statement describing the function of work or reason why the position exists. List duties indicating the percent of time spent for each area of
responsibility. If applicable, describe any unusual physical demands and/or unavoidable hazards of the position. Attach additional pages if necessary.

PERCENTAGES MUST TOTAL 100%  LIST DUTIES IN DECREASING ORDER OF IMPORTANCE / COMPLEXITY. THE NEED FOR SPECIAL LICENSE, POLICE COMMISSION,
KNOWLEDGE OR TRAINING MUST BE INDICATED BELOW, IF APPLICABLE.

The construction section of the Louisiana Housing Corporation reviews building plans and designs.
The department inspects existing buildings as well as construction sites. The department is also
responsible for preparing evaluation reports and other correspondence on all agency programs.

The incumbent in this position will work at an advanced level under the direction of a Housing
Finance Manager in reviewing construction documents for accuracy, along with performing periodic
inspections and reports to help assure compliance with any Agency programs and policies.

50% Reviews construction documents and visits new and existing single-family and muilti-family
residential developments to ensure compliance with codes, ordinances, and regulations.

10% Monitors and evaluates administration of program operations and reports to the Housing
Finance Manager.

10% Performs Housing Quality Standards (HQS) inspections for various housing program related to
Corporation operations.

10% Performs Quality Control inspections on homes under construction or rehab for various agency
programs.

10% Prepares and submits reports. Consults with all concerned parties on matters regarding tasks
performed.

5% Attends seminars and training classes. Shares any knowledge received.

5% Performs other duties as assigned.

Position Description SCS will keep this document for six (6} years, Page20f2
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