
 
 
 
 
 
 

OUR MISSION 
Provide leadership, policies and programs to preserve and expand safe and 

affordable housing opportunities and promote strong communities for all Californians 
Classification:  

Position #: 401 –         –             –          

Time base/ 
Tenure: 

 
 

Salary:                  –                          

Final Filing 
Date:   

 

The 
Opportunity: 

 
 
 
 
 
 

Job 
Description: 

 
 
 
 
 
 
 
 
 
 

Desirable 
Qualifications: 

 
 
 
 
 
 
 
 
 
 

State of California – Business, Consumer Services, and Housing Agency 

DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT 

JOB OPPORTUNITY 



The State of California, a drug-free and safe work place, is an Equal Employment Opportunity Employer to all regardless of race, color, creed, national origin, 
ancestry, sex, marital status, disability, medical condition, gender identity, religious creed, political affiliation, age or sexual orientation. 

Job Opportunity 
Page2 

TDD is Telecommunications Device for the Deaf and is reachable only from a phone equipped with a TDD Device. 
California Relay (Telephone) service for the deaf or hearing-impaired: From TDD Phone: 1-800-735-2929. From Voice Phone: 1-800-735-2922 

 
 
 

Duties: Please view the duty statement that follows. 

Additional 
Requirements: 

 
 
 
 
 
 
 
 
 
 

Working 
Location: 

 
 
 
 

Working 
Conditions: 

 
 
 

Who May 
Apply: 

Individuals who possess eligibility on the above classification certification list or have 
reinstatement eligibility.  Individuals applying for this position who wish to be considered 
on a transfer basis must meet the minimum qualifications for the classification per CCR 
Rule 250.  Appointment is subject to SROA and State surplus policies.  SROA and 
Surplus candidates must submit a copy of the SROA or surplus status letter. 

How to Apply: Submit a standard State Application Form STD 678, with original signature, to the 
contact address below.  No faxed or emailed applications will be considered.   
Write the HCD Recruitment # below and the Position number in the examination and 
title section.  Do not include your social security number on your application.   
Attach a copy of your exam results.  If you are sending supporting documentations, 
submit in the following order: Statement of qualifications (if required), cover letter, 
résumé, or transcripts (if desired).  

Additional 
Information: 

Additional hires may be made from this bulletin if positions become available. 
Applications will be screened and only the most qualified will be interviewed.  
For any questions relating to the position, contact                                                           
at (       )        -          .  

Submit 
Application 
Package to: 

HCD Recruitment #     
P.O. Box 952050 
Sacramento, CA  94252-2050     
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DIVISION  
Codes & Standards 

UNIT 
803 

POSITION NUMBER 
401-803-8959-124 

CLASSIFICATION 
District Representative I 

LOCATION 
Napa and Marin Counties and 
surrounding areas 

WORKING TITLE 
DR I 

EFFECTIVE DATE 
September 18, 2015 

SUPERVISOR NAME 
Codes and Standards Administrator I 

TITLE 
CSA I 

INCUMBENT 
Vacant 

GENERAL STATEMENT 
Under the direction of the Codes and Standards Administrator (CSA) I and guidance and assistance from a 
lead District Representative (DR) II, the DR I is responsible for scheduling and conducting inspections relating 
to the enforcement of the California Health and Safety Codes and related state and federal regulations within 
an assigned geographical area.  Duties include, but are not limited to: 
 
% of Time ESSENTIAL FUNCTIONS 

30% 

 

 

 

      30% 

 

 

 

 

 

20% 

 

15% 

 

 

 

Inspections 
Functional considerations: (Driving, sitting, lifting, kneeling, climbing, balance, bending, 
crawling and carrying required) 
 

• Inspect mobile home installations; mobile homes, commercial modulars and special 
purpose commercial modulars for issuance of a California Insignia or to approve 
alterations made to the units. 
 

• Conduct mobile home park maintenance inspections and respond to questions from 
the general public and/or mobilehome park owners/managers resulting from 
inspections. 

• Conduct “under construction” inspections and technical service in accordance with the 
Mobilehome and Special Occupancy Parks Acts.   

• Conduct complaint investigations in accordance with the Mobilehome and Special 
Occupancy Parks Acts, the Mobilehome/Manufactured Housing Act of 1980 and the 
Employee Housing Act. 

 
• Inspect employee housing facilities for maintenance, use and occupancy and survey 

for illegal employee housing activity.  
 
Administrative  
Functional Considerations: (Sitting and standing, hand movements required) 
Using a laptop computer issued by the Department: 

• Maintain and update electronic files of all inspection activities and complaint 
investigations.  

• Access email for new assignments daily.  
Attend staff meetings; attend training. 
Prepare time and activity reports and mileage logs. 
Testify in court or in administrative hearings.   
 

% of Time MARGINAL FUNCTIONS 

       5% Advise and confer with industry and local officials on the application and interpretation of 
State laws and regulations. 
Conduct monitoring duties of third party design approval and quality assurance agencies. 
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 ADDITIONAL INFORMATION 
 Physical Requirements:   

The incumbent must climb ladders onto roofs, crawl under floor areas, climb into trenches 
and walk and drive a car for extended periods of time.  Sturdy shoes are required to protect the 
employee from injury or exposure. 
 

 Working Conditions:   
The incumbent works out of his/her home driving to inspection sites which may include 
construction sites with uneven terrain and a variety of hazards.  The incumbent must conduct 
assigned inspections regardless of weather conditions.   
 

 Supervision Received:   
The incumbent will work under the direction of a Codes and Standards Administrator (CSA) I 
and may receive assistance and guidance from a lead District Representative (DR) II.  As the 
incumbent’s work is primarily in the field, supervision is not close. 

 Supervision Exercised:  None 

 Administrative Responsibilities:  None 

 
 
Personal Contacts:   
The incumbent will have extensive contact with the public as well as contact with contractors and 
local government officials as the department’s representative in a geographic area.   
 
Consequence of Action:   
Failure to carry out the program mandated inspections could result in substandard conditions 
that pose a hazard to the homeowners, employees or public at large.  Hazards can take the form 
of fire, explosion, electrocution or disease. 

 

  

 Other Information:   
 
The incumbent must maintain, update and keep accessible at all times proper files, control 
logs, statutes, regulations, codes, information bulletins, staff memos, auto logs, field 
operations manuals, etc.; and maintain a proper supply of forms and handout material, 
including State business cards.  The incumbent may be required to maintain an assigned 
State vehicle and other assigned State equipment.  The incumbent must provide timely 
response to public requests for assistance and present himself/herself in a professional 
manner in both appearance and conduct, as a representative of the Department.  The 
incumbent is expected to be accessible and responsive to the assigned DR II, CSA I or CSA II 
by telephone, email or personal contact.   
 
Must maintain a valid California Driver License (CDL) as a condition of employment.  
Failure to maintain a valid CDL may result in termination of employment.  
 
Assigned areas may be re-designated depending on departmental needs.  This position 
may require extensive travel in the event of disaster or to assist other Division staff. 
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In an 8- to 10-hour work shift, an employee will routinely: 
Stand/Walk/Run: Occasionally 
Sit:   Occasionally-Frequently 
Drive:  Occasionally-Frequently 
Bend/Stoop:  Occasionally 
Squat/Crouch: Occasionally 
Crawl:  Occasionally (under homes) 
Climb:  Occasionally (on ladders onto roofs) 
Reach/Stretch: Occasionally 
Balance: Occasionally 
Push/Pull:  Occasionally 
Carry: Occasionally (ladder, up to 40 pounds) 
Lift:   Occasionally 
Kneel:  Occasionally 
Twist:  Occasionally 
Foot Movement: Occasionally (uses repetitive foot movements when driving a vehicle) 
Hand Manipulation: The employee uses hands respectively for fine manipulating motor 
skills and firm grasping with all joints and digits for the following: driving, writing or typing 
reports on a laptop computer, use of tools, such as tape measure, mobile telephone. 
Environmental Conditions: Although the employee may occasionally work indoors, the 
majority of work is performed outdoors, occasionally on uneven and/or hazardous terrain.  
While indoors, the temperature and humidity is reasonably controlled, but while out of doors, 
the employee is exposed to a wide variety of climatic conditions. The employee may 
occasionally be exposed to dust and fumes and hazards associated with constructions 
sites.  The employee may occasionally be exposed to toxic materials, such as raw sewage 
or chemicals.  
Occasionally   =  1-  33% of workday 
Frequently      =  34-  66% of workday 
Continuously  = 67-100% of workday 

 

 

EMPLOYEE STATEMENT 

I have discussed the duties and responsibilities of the position with my supervisor.  I certify that I am 
able to perform the essential functions listed with or without reasonable accommodation.  I 
understand that I may be asked to perform other duties as assigned within my current classifications 
including work in other functional areas as business needs require.   

 

Employee Signature: ___________________________________Date: ___________________ 

 

SUPERVISOR STATEMENT 

I certify that I have discussed the duties and responsibilities of the position with the employee.  

 

Supervisors Signature: ___________________________________Date: ___________________ 
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	CLASSIFICATION
	POSITION NUMBER
	UNIT
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	EFFECTIVE DATE
	WORKING TITLE
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	SUPERVISOR NAME


	Class: District Representative I (Non Peace Officer)
	unit: 803
	class code: 8959
	serial: 124
	additional positions: 
	TB: Full Time/Permanent
	Salary 1: 4692
	Salary 2: 5822
	FFD: November 25, 2015
	opp: The Division of Codes and Standards is looking to recruit one District Representative I to perform mobilehome inspections in Napa and Marin counties and the surrounding areas.
	JD: The incumbent will act as a construction code inspector and will conduct inspections for compliance with construction, maintenance, use and occupancy requirements involving mobilehome parks, special occupancy parks and employee housing facilities; conduct inspections for code compliance of manufactured housing, mobilehomes, commercial modulars and special purpose commercial modulars for alterations and issuance of approval insignia; issue construction permits and inspect all phases on construction of new mobilehome and special occupancy parks; provide technical information relative to laws and regulations under the Department's enforcement authority to local enforcement agencies, the general public; contractors and design professionals. 
	DQ: Extensive knowledge of the California Building Standards Code (Title 24 CCR) and Department regulations.Strong technical and construction background.Ability to use good judgment.Ability to work well with fellow employees and the general public.Ability to work independently.Good oral and written communication skills.Good organizational skills.
	AR: Must pass a physical examination as a condition of employment.Most possess and maintain a valid California Driver's license.If hired, candidate must attend mandatory training in Sacramento for up to six months.If hired, candidate must be able to travel throughout assigned area and must be available for overnight travel as needed.
	WL: Department of Housing and Community DevelopmentDivision of Codes and Standards/Northern Area Office9342 Tech Center Drive, Suite 550Sacramento, CA 95826
	WC: The incumbent will work out of his/her home and will cover an assigned geographical area serving Napa and Marin Counties and surrounding areas.  Supervision will be provided through the Northern Area Office in Sacramento.
	C: Ginnie Brady
	area: 916
	1: 263
	2: 3223
	R#: CSD 031


