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City of Waterloo 

Job Description – Building Official 

 
The Building Official is responsible for the administration of the Zoning Code (Chapter 40) and 
Subdivision Code (Chapter 34). The Building Official works under the direction of the mayor.  

Zoning Code  

 
Administer the Zoning Code including, but not limited to the following duties: 

1. Review building permit applications for compliance with the zoning code and 

setback requirements. 
2. Assist citizens in petitioning for Special Use Permits, Area Bulk Variances, 

Amendments, Overlay District Requests, etc. 

3.  Schedule meetings: prepare agendas and packets for the Planning Commission 

(PC) and Zoning Board of Appeals (ZBA). Attend PC and ZBA meetings as a 

resource for the City, and keep records of PC and ZBA meeting minutes, 

attendance, and Special Use Permit, Variance, and Amendment petitions. 

4. Issue sign permits after verifying compliance with code. Work with commercial 
developers on sign packages for new businesses. 

5. Review commercial site plans for compliance with code requirements 

(proposed use, setbacks, parking requirements, landscaping, etc.), send to 

Planning Committee for review, and then send to City Council for approval 

after favorable review by Planning Committee. 

6. Enforce uses in various zone districts and recommend best zone district 

classification for property to be annexed. 

 

Subdivision Code  

 
Administer the Subdivision Code for residential and commercial subdivision and 
development of land, including working with the Director and Deputy Director of 
Public Works to oversee the following: 
 

Sketch Plats - These are plats which the developer submits to the City for review 

and comment. The Planning Commission also reviews and comments.  

 
Preliminary Plats - This plat shows the proposed design of the development 
owner(s), land use, lot sizes, street and utility locations, etc. The Building Official 
coordinates with Public Works and City Engineer to ensure plats meet zoning code and 
appropriate easements are obtained for future utility and drainage placement. 
Preliminary Plats are reviewed by the Planning Commission, Planning Committee, and 
are approved by City Council.  
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Improvement Plans - These plans show how the infrastructure of improvements 

will be built. Designs of sanitary sewer mains/laterals, storm sewer mains, water 

mains/services, and streets are shown in detail on these plans. The plans show 

materials used and detailed construction procedures for the installation of all 

improvements which will be dedicated to the city. The Building Official coordinates with 

Public Works and City Engineer to enforce the Subdivision Code to ensure compliance of 

proposed plans and field installation of improvements. Improvement Plans are approved 

by City Council. 

 
Final Plats - This is the survey document which is used to record the subdivision 
of land into individual lots. The Building Official coordinates with Public Works to 
ensure all the improvements have been completed per approved Improvement Plans 
before approval of the Final Plat by City Council. 

 

Display House Plats - The owner/developer can request permission from the 

City Council to build one or more display houses under specific conditions. 

 
Single Site Commercial Developments - There is no subdivision of land in these 
cases, so there is no preliminary plat or final plat, just a site plan and civil site 
improvement plans. The Building Official coordinates with Public Works to ensure the 
commercial site plan meets city code which is approved by City Council. 

 

Fees, Record Keeping, and Collateral Guarantees. – The Building Official issues 

fee schedules for preliminary plats, improvement plans, final plats, commercial site 

plans and the collateral guarantee. The Building Official keeps all records for all 

subdivisions of land and commercial buildings. 

ADDITIONAL DUTIES 

 
Work with the Mayor to accomplish the following: 

1. Prepare and attend various committee meetings (planning, ordinance, drainage, etc.) 

2. Handle various issues that arise throughout the work day, especially zoning violations. 

3. Research and enforcement of the municipal code book. 
 

Coordinate with the Building Inspector to accomplish the following: 

1. Enforcement of the municipal code on violations throughout the city. 

2. Answer a wide variety of questions concerning the application of the Building Code of the 
City of Waterloo. How big a building, where may it be built, what materials of construction 
may be used, do I need a permit, etc. 

3. Assist citizens with completion of building permit applications. 
4. Calculate and collect building permit and utility connection fees. 

5. Issue building permits. 

6. Recommend adoption of updated Codes when appropriate. 

 

Coordinate with the City Clerk’s Office to accomplish the following: 
1. City council agenda requests. 

2. Ensure Building Permits are issued in a timely manner. 

3. Ordinances passed through City Council are inserted in the municipal code book. 

4. Approved Plats are recorded and stored accordingly. 


