
ORGANIZATION: City of Ontario   LOCATION: Ontario, OR 
DEPARTMENT:  Police    DATE:   June 2026 
REPORTS TO:  On Duty-Police Supervisor 
JOB TITLE:  Code Enforcement Officer 

 
PURPOSE OF POSITION: 
Supports activities involved in the enforcement of ordinances relating to the regulation and enforcement 
of city administrative codes. Provides administrative and operational support for the police department 
with a focus on improved delivery of public safety; including but not limited to: Animal Control, Parking 
Enforcement, and Real Property Ordinance Compliance. 
 
ESSENTIAL JOB FUNCTIONS:    
Maintain written records and prepare reports necessary for investigations and office activities. 
Preparation of correspondence related to ordinance violations and any related files. Maintenance of code 
enforcement a) records of warnings, b) written citations and c) billing. 
 
Respond to complaints of or when witnessed, the capture of lost, stray, abandoned, or injured animals. 
May require the use of related code enforcement equipment and city vehicles. Interview complainants, 
locate and notify owners and/or impound animals when owner is not located. 
 
Respond to or when witnessed, weeds on vacant lots, garbage accumulation on private and public 
property, or blight related violations. Determine property owner identification and notify property 
owner(s) of violation. Prepare billings for City abatements. 
 
Respond to complaints of abandoned vehicles, trailers, campers, or conveyances. Determine and notify 
vehicle owner. Arrange for towing and impoundment as authorized by law. 
 
Perform various daily office duties, maintain strict confidential records and information, and follow all 
safety rules, policy and procedures established for work areas. 
 
AUXILIARY JOB FUNCTIONS: 
Ensure proper storage of property is turned into police department. 
 
Maintain proficiency by attending conferences and meetings, reviewing reports, reading materials, and 
collaborating with others involved in work areas. 
 
Maintain work areas in a clean and orderly manner. 
 
Complete required employee timesheet, city Human Resources document(s), and statistical reports 
related to the employee or their duties. 
 
Deployment and operations of the speed radar trailer. 
 
 



ANCILLARY JOB FUNCTIONS: 
May be called upon to inform, teach, and educate city staff, OPD staff, and community members regarding 
city ordinances, code enforcement duties, policy, and projects.   
 
JOB QUALIFICATION REQUIREMENTS: 
MANDATORY REQUIREMENTS: 
Must be 18 years of age, no felony convictions or misdemeanor convictions, determined to be a crime of 
moral turpitude. Must possess a high school diploma or equivalent and a valid driver’s license.  
General knowledge of office practices and procedures, business English, spelling, punctuation, grammar, 
and word-processing software. Ability to read, understand and interpret correspondence, documents, 
operating procedures and communicate orally and in writing. Ability to deal effectively with the public 
using tact and diplomacy and remain calm in emergency situations. Have an ability to interface with co-
workers and personnel from other public agencies. Have a general ability to deal with stressful, hostile or 
irrational persons, whether due to physical or mental disability, drugs, socioeconomic differences or other 
factors. 
 
Must live within a 25-mile radius of the City of Ontario within six months of hire. 
 
PREFERRED SKILLS: General technical computer skills, photography skills, Word, Excel, Power-Point, and 
Prezi. Bilingual (Spanish-proficiency). Previous law enforcement experience or a bachelor’s degree in 
Criminal Justice or related field with the ability to critically think and leverage professional relationships 
to problem-solve.  
 
SPECIAL REQUIREMENTS/LICENSES: 
Possession of or ability to obtain valid CPR/ First Aid card within six months of appointment.  
 
PHYSICAL DEMANDS OF POSITION: 
While performing the duties of this position, the employee is frequently required to sit, communicate, 
reach and manipulate objects, tools or controls. The position requires mobility. Duties involve moving 
materials weighing up to 50 pounds on a regular basis and may involve moving materials and/or animals 
weighing over 100 pounds. Manual dexterity and coordination are required over 50% of the work period 
while operating equipment such as computer keyboard, motorized vehicle, radio equipment, etc. 
 
WORKING CONDITIONS: 
Work locations are in indoor and outdoor environments. Full scope of work activities requires working 
outdoors in all types of weather conditions and may expose incumbent to animal bites, garbage, bio-
hazardous waste, and disease. Contact with individuals who may become verbally or possibly physically 
offensive, irrational, or who may have communicable diseases. 
 
WORK SCHEDULE: 
Rotating schedule based on a 40-hour work week, as established by the City of Ontario / OPA employment 
agreement and as directed by the Chief of Police.  
 
SUPERVISORY RESPONSIBILITIES: 
Supervision is not a typical function assigned to this position. May be called upon to provide training and 
orientation to newly assigned personnel on department policies and practices. 
 



SUPERVISION RECEIVED: 
Works under the general supervision of a Police supervisor. 
 
 
THE ABOVE DESCRIPTION COVERS THE MOST SIGNIFICANT DUTIES PERFORMED BUT 
DOES NOT INCLUDE OTHER OCCASIONAL WORK, THE INCLUSION OF WHICH WOULD 
BE IN CONFORMITY WITH THE FACTOR DEGREES ASSIGNED TO THIS JOB. 


