


















































OTSEGO COUNTY 

PLAN REVIEWER 
 

General Summary 
 
Under the supervision of the Land Use Services Director and/or the Building Official, 
reviews building project plans and documents to ensure that new construction and 
alterations in private and public buildings are in compliance with established codes, laws, 
and regulations.  
 
Essential Functions 

 
1. Reviews proposed construction plans and documents to determine compliance 

with the applicable laws, regulations, and building codes. 
2. Explains both verbally and in writing, applicable building codes, laws, and 

regulations to architects, engineers, property owners, and contractors. 
3. Issues written notices of code violations requiring corrective action. 
4. Answers inquiries from property owners, contractors, architects, local 

government, officials and others regarding code and ordinance interpretation, 
clarification of department policies and procedures, violation complaints, and 
general information. 

5. Testifies at court hearings and court proceedings related to violations of 
building codes, laws, or regulations. 

6. Assists local municipalities as needed. 
7. Participates in continuing education to maintain required certification.  Attends 

various meetings, seminars, workshops, and conferences to keep current on the 
latest methods and techniques in building trades. 

8. Represents the department at related meetings, seminars, and conferences. 
9. Prepares and/or maintains reports, files, and written correspondence. 
10. Performs related work as assigned. 
 

Other Functions 
 

11. None listed. 
 
An employee in this position may be called upon to do any or all of the above tasks.  (These examples do 
not include all of the tasks which the employees may be expected to perform.) 
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OTSEGO COUNTY 

Employment Qualifications 
 
Education: High school graduation or equivalent.  Prefer advanced technical trades 
coursework. 
 
Experience: As required for the certification listed below. 
 
Other Requirements: Must meet requirements for application for registration with the 
State of Michigan as a Plan Reviewer (Act 54 of the Public Acts of 1986).  Valid 
Michigan driver’s license. 
 
The qualifications listed above are intended to represent the minimum skills and experience levels 
associated with performing the duties and responsibilities contained in this job description.  The 
qualifications should not be viewed as expressing absolute employment or promotional standards, but as 
general guidelines that should be considered along with other job-related selection or promotional 
criteria. 
 
 
Physical Requirements:  [This job requires the ability to perform the essential functions contained 
in this description.  These include, but are not limited to, the following requirements.  Reasonable 
accommodations will be made for otherwise qualified applicants unable to fulfill one or more of these 
requirements]: 
 
Ability to enter and retrieve information from a computer. 
Ability to access the various meeting sites of the local units of government. 
 
Working Conditions: 
 
Works both in office conditions and travels to various locations to attend meetings and 
represent the department. 
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County Credit Card  

Position Reclassification Policy 

 
 

PURPOSE 

The purpose of this policy is to set procedures for requesting reclassification of a 
position within a department.  Position reclassifications are only based on the level 
of duties and responsibilities within a position and are not based on employee length 
of service within a position. 
 
PROCESS 
 

1. Department Directors will submit a written position reclassification request to 
the Human Resources Director.  The request shall have the current approved 
job description for the position attached and list the additional duties and 
responsibilities which have been added to the position to warrant the 
reclassification request.  The Human Resources Director will review the 
request and meet with the Department Director for clarification. 

 
2. The Human Resources Director will forward the reclassification request and 

supporting documentation to the County Administrator for review and 
approval. 

 
3. If approved by the County Administrator, the reclassification request will be 

presented to the Personnel Committee.   
 

4. If approved by the Personnel Committee, the reclassification request will be 
presented to the Finance Committee.   

 
5. If approved by the Finance Committee, the reclassification request will 

presented to the Board of Commissioners. 
 

6. If approved by the Board of Commissioners, the Human Resources Director 
will notify the Department Director and prepare related paperwork to reclassify 
the position. 

 
 
 
 
 
 
































































