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City of Portland     Job Code:  30000729 
 
  

CLASS SPECIFICATION 
Plan Review Code Specialist 

 
 

GENERAL PURPOSE 
 
Under general supervision, administers the appeals process; and participates in state and national 
code change/development processes.  Reviews examinations of plans to identify any deficiencies 
in consistency of application of building codes and develops training, code interpretations and 
procedures to address those deficiencies. 
 
DISTINGUISHING CHARACTERISTICS 
 
This single incumbent class provides expertise in the interpretation of building codes for the 
Office of Planning and Development Review (OPDR), performs research, and drafts 
Structural/Mechanical Specialty Code interpretations for Plan Review staff.  This position also 
administers all OPDR Specialty Code appeals processes. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
 
Any one position in this class may not perform all the duties listed below, nor do the listed 
examples of duties include all similar and related duties that may be assigned to this class. 
 
1. Provides expert advice on building /mechanical code interpretation for OPDR staff, other 

bureaus and agencies, contractors, architects, and developers. 
 
2. Administers all OPDR Specialty Code appeals and alternate methods processes including: 

assisting applicants in preparing documentation for hearing, researching the code and 
building records and recommending Appeals Board actions. 

 
3. Conducts preliminary meetings for major Fire & Life Safety projects to establish direction 

and scope prior to assignment to Plan Review staff. 
 
4. Works with designers/developers to involve Plan Review staff early in the design process to 

ensure timeliness and consistency during the review process and to aid in identifying and 
resolving code issues. 

 
5. Researches and drafts Structural/Mechanical Specialty Code interpretations 
 
6. Provides training for Plans Examiners to improve code knowledge and advancement 

opportunities. 
 
7. Provides technical support to OPDR supervisors, technical staff and process managers by 

interpreting code and applying this knowledge to complicated projects. 
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8. Represents OPDR on special projects such as the Green Building program. 
 
9. Assists the OPDR Code Development Administrator in preparation and review of state and 

national code changes. 
 
10. Represents the City on national and/or State code development/review committees. 
 
11. Develops guidelines for the preparation and maintenance of disabled access improvement 

programs. 
 
MINIMUM QUALIFICATIONS 
 
 Knowledge of: 
 

1. Provisions of the Oregon Structural Specialty Code, the Uniform Mechanical code, and 
Fire and Life Safety Code 

 
2. Methods and terminology used in making structural stress analysis 

 
3. Knowledge of permitting and plan review processes 

 
 

Ability to: 
 
1. Review and interpret plot and structural building plans and documents, codes, 

ordinances, regulations and complex technical documents. 
 
2. Explain technical information including code requirements to architects, permit 

applicants, bureau staff and a diverse population. 
 

3. Administer the OPDR Specialty Code appeals process. 
 

4. Research and draft Structural/Mechanical Specialty Code. 
 

5. Develop training materials and conduct training sessions for staff 
 

6. Assist the Code Development Administrator in the preparation and review of state and 
national code changes 

 
7. Interact effectively; engage in problem solving and partner with citizens, community 

groups, builders, developers, and property owners. 
 

8. Establish and maintain effective working relationships with a diverse workforce and 
community. 
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Training and Experience: 
 
A typical way of obtaining the knowledge, skills and abilities outlined above is graduation 
from a recognized four-year college or university with a major in architecture, engineering, 
or construction management or a closely related field; and at least three years of 
progressively responsible architectural, construction management or inspection, plan check 
or building permit experience.  Experience in a public agency is preferred. 
 
Licenses; Certificates; Special Requirements: 
A valid state driver’s license, a State of Oregon certification as an A Level Plans Examiner 
and a State of Oregon certification as a One and Two Family Dwelling Plans Examiner.  
Ability to lift plans and/or project construction documents weighing up to 50 pounds. 
 

 
============================================== 
Class History: 
 
Adopted: 07-01-02  
 
Revised:   
 
Class created as a result of Nonrepresented Classification & Compensation Study, 2000-2002.  
This class is composed of positions from the following class(es): 
 
3223 PLAN REVIEW SUPERVISOR. Adopted: 07-01-92  
 
June 2009 - Change Job Class number from 7760 to 30000729, due to system change.  
 


