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August 6, 2024 

MET IN REGULAR SESSION 

The Board of Supervisors met in regular session at 10:00 A.M.  All members, except Supervisor 

Wichman present. Chairperson Miller presiding.        

 

PLEDGE OF ALLEGIANCE 

 

1. CONSENT AGENDA 

 

After discussion was held by the Board, a motion was made by Shea, and second by Jorgensen, to 

approve: 

 

A. July 30, 2024, Minutes as read. 

B. July 2024 Vendor Publication Report. 

 

UNANIMOUS VOTE.  Motion Carried. 

 

2. SCHEDULED SESSIONS  

 

Motion by Belt, second by Shea, to open Public Hearing to dispose of title or interest in real estate to 

convey Hwy 92 new access rights to the Iowa DOT at 40790 Hwy 92, Carson, Iowa for the Highway 59 

bridge replacement for project NHSN-059-3(48)—2R-78. 

Roll Call Vote:  AYES:  Miller, Belt, Shea, Jorgensen. Motion Carried. 

 

Motion by Belt, second by Shea, to close Public Hearing. 

Roll Call Vote:  AYES:  Miller, Belt, Shea, Jorgensen.  Motion Carried. 

 

Motion by Belt, second by Jorgensen, to dispose of title or interest in real estate to convey Hwy 92 new 

access rights to the Iowa DOT at 40970 Hwy 92, Carson, Iowa for the Highway 59 bridge replacement for 

project NHSN-059-3(48)—2R-78. 

Roll Call Vote:  AYES:  Miller, Belt, Shea, Jorgensen.  Motion Carried. 

 

Motion by  Belt, second by Shea , to approve and authorize the Board to sign Resolution 50-2024 for the 

Sale of Real Property and Delivery of Conveyance to the Iowa Department of Transportation for project 

NHSN-059-3(48) - - 2R-78. 

 

RESOLUTION NO. 50-2024 
 

COUNTY POLITICAL SUBDIVISION  

CERTIFICATION OF RESOLUTIONS 

SALE OF REAL PROPERTY AND DELIVERY OF CONVEYANCE 

 

Parcel No. 3         Pottawattamie County 

Project No. NHSN-059-3(48)—2R-78      Primary Road No. 59 

I, the undersigned, Melvyn Houser, County Auditor of Pottawattamie County, Iowa, a political subdivision duly 
organized and existing under the laws of the State of Iowa, DO HEREBY CERTIFY that notice of a pending 
sale of real estate has been published at least once, not less than four or more than twenty days before the date of 
the hearing in a newspaper published at least once weekly and having general circulation in Pottawattamie County, 
Iowa, in accordance with the Code of Iowa; that a public hearing has been held and the following is a true 

and exact transcript of certain resolutions duly adopted by the members of the Board of Supervisors on the 

6th day of August, 2024, by the call of yeas and nays recorded below and these resolutions are now in full 
force and effect: 

RESOLVED, that this political subdivision proposes to sell, grant and convey certain County property to the 
State of Iowa for the purchase price of mutual benefit, and other certain benefits, terms and conditions as set 
forth in an Access Control Agreement to be signed by Susan Miller, Chairperson of the Board of 
Supervisors, and Melvyn Houser, County Auditor, relating to Pottawattamie County Project No. NHSN-059-

3(48)--2R-78, Parcel No.3, regarding certain real estate in the SE¼ of the SE¼ of Section 2, T74N, R40W of 

the 5th P.M., Pottawattamie County, Iowa. 

RESOLVED FURTHER, that the proposed Access Control Agreement and Access Rights Deed are hereby 

approved; that Susan Miller, Chairperson, and Melvyn Houser, Auditor, are hereby empowered and directed to 

execute, acknowledge, and deliver in the name of this political subdivision, the Access Control Agreement, 

the Access Rights Deed and any other instruments of title required by law or which may, in the judgment of such 

officer(s), be necessary or desirable to effectuate the sale, grant and conveyance of the property to the State of 

Iowa. 
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RESOLVED FURTHER, that the executed Access Control Agreement and conveyance document(s) are hereby 

accepted and approved by this political subdivision, and Melvyn Houser, Auditor, is hereby directed to deliver 

the executed Access Control Agreement and Access Rights Deed to the Iowa Department of Transportation 

Right of Way Agent, or their duly authorized representative, in exchange for the consideration of mutual 

benefit and other valuable considerations, all as authorized in accordance with the Code of Iowa 

          

         R O L L    C A L L   V O T E  

 

  

AYE  

       

NAY 

 

ABSTAIN 

 

ABSENT 

 

______________________________       

Susan Miller, Chairperson 

 

______________________________       

Scott Belt 

 

______________________________       

Tim Wichman 

 

 

______________________________       

Brian Shea 

 

______________________________       

Jeff Jorgensen 

 

ATTEST: _________________________________________________ 

      Melvyn Houser, County Auditor 

Roll Call Vote:  AYES:  Miller, Belt, Shea, Jorgensen. Motion Carried. 

 

Motion by Belt, second by Jorgensen, to approve and authorize the Chairperson to sign the Access Rights 

Deed with the Iowa Department of Transportation for project NHSH-059-3(48) - - 2R-78. 

UNANIMOUS VOTE.  Motion Carried  

 

Motion by Jorgensen, second by Belt, to approve and authorize the Chairperson to sign the Access 

Control Agreement with the Iowa Department of Transportation for project NHSH-059-3(48) - - 2R-78. 

UNANIMOUS VOTE.  Motion Carried. 

 

Motion by Belt, second by Shea, to set date and time to open bids for the Pottawattamie County 

Secondary Roads for Bridge Materials on September 3, 2024 , at 10:00 A.M.  

UNANIMOUS VOTE.  Motion Carried. 

Motion by Belt, second by Jorgensen, to approve and authorize the  Board to sign Resolution 51-2024 

entitled; A Resolution to approve and adopt the Pottawattamie County Hazard Mitigation Plan.  

RESOLUTION NO. 51-2024 
 

A Resolution to approve and adopt the Pottawattamie County Hazard Mitigation Plan. 

 

WHEREAS, the Pottawattamie County Hazard Mitigation Plan, a multi-jurisdictional planning  

  document, was presented and recommended for adoption by the Pottawattamie   

  County Emergency Management Agency; and  

WHEREAS,  the Pottawattamie County Hazard Mitigation Plan was prepared in compliance with  

 Iowa Administrative Code 605—7.2, Code of Iowa 29C.9, and the Disaster Mitigation  

Act of 2000, as established by the Iowa Department of Homeland Security and 

Emergency Management and the Federal Emergency Management Agency, respectively; 

and  

 

WHEREAS,  the Pottawattamie County Hazard Mitigation Plan identifies the potential hazards  

  throughout Pottawattamie County; and  

 

WHEREAS,  the Pottawattamie County Hazard Mitigation Plan includes a profile of hazard events, a  

  vulnerability assessment, evaluation of mitigation goals, strategies, local mitigation  

  priorities, and a plan maintenance process, 
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NOW THEREFORE BE IT RESOLVED that the Pottawattamie County Board of Supervisors 

hereby approves and adopts the Pottawattamie County Hazard Mitigation Plan  

 

Dated this 6th day of August, 2024.  

 

         R O L L    C A L L   V O T E  

 

                  

AYE 

       

NAY 

 

ABSTAIN 

 

ABSENT 

 

______________________________       

Susan Miller, Chairperson 

 

______________________________       

Scott Belt 

 

______________________________       

Tim Wichman 

 

 

______________________________       

Brian Shea 

 

______________________________       

Jeff Jorgensen 

 

ATTEST: __________________________________________________ 

      Melvyn Houser,  County Auditor 

Roll Call Vote:  AYES:  Miller, Belt, Shea, Jorgensen. Motion Carried. 

 

Carolos Morales/Transportation & Data Manager, MAPA and Mia Haschenburger/Transportation 

Planner, MAPA presentation on long range transportation plan for  the region in Iowa that includes 

Harrison, Shelby, Pottawattamie, and Mills counties.  

Discussion only.  No action taken. 

 

Paula Hazlewood, Shalimar Mazetis, Advance Southwest Iowa Corporation appeared before the Board to 

give a presentation and provide an update on Advance Southwest Iowa Corporation. 

Discussion only.  No action taken. 

 

3.  OTHER BUSINESS 

 

Motion by Shea, second by Jorgensen, to approve job description and pay for the Chair Lift 

Operator Team Lead - Mt. Crescent with pay range of $16-19 per hour. 

UNANIMOUS VOTE.  Motion Carried. 

 

Motion by Shea, second by Jorgensen, to approve pay ranges for the following positions at Mt. 

Crescent: Kitchen Manager $18-25, Kitchen Staff Team Lead $16-19, Rental Shop Manager $18-

25, Rental Shop Team Lead $16-19, Snowmaking Team Lead $16-19, Sports Schools 

Coordinator $18-25 and Hospitality and Guest Services Worker $13-17 as described and included 

in the agenda packet. 

UNANIMOUS VOTE. Motion Carried. 

 

4.   COMMITTEE APPOINTMENTS 

 

Board discussed Committee meetings from the past week.  

 

5.  RECEIVED/FILED 

 

A. Out of State Travel Notification(s): 

1) Sheriff – Out of State Travel Notification for Travis Kephart, Brandon Ramsey, and 

Richard Hiatt. 

B. Salary Action(s): 

1) Treasurer – Payroll status change for Alisha Schultz and Joni Wright. 

2) Attorney – Payroll status change for Mandi Jo May and Fabiola Contreras. 

3) IT – Payroll status change for Dustin Peregrine. 

4) Public Health – Payroll status change for Jennifer Minchew. 

5) Communications – Payroll status change for Maria McKinley.
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6.   PUBLIC COMMENTS 

 

No public comments. 

 

7. ADJOURN 

 

Motion by Belt, second by Shea, to adjourn meeting. 

 

UNANIMOUS VOTE.  Motion Carried. 

 

THE BOARD ADJOURNED SUBJECT TO CALL AT 11:47 A. M. 

 

__________________________________________ 

              Susan Miller, Chair 

  

ATTEST: _________________________________________ 

              Melvyn Houser, Auditor 

 

APPROVED:   August 13, 2024 

PUBLISH: X 

 



























































 

 

Scheduled 

Sessions 



 

Matt Wyant/Director, Planning and 
Development  

 

 

 

Public Hearing on proposed preliminary plat 
of Freedom Hills, a subdivision situated in 
Crescent Township; and to approve and 

authorize Board to sign Planning and Zoning 
Resolution NO. 2024-06. 



Planning and Zoning Resolution #2024-06 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

RECORDER’S COVER SHEET 
 

Prepared by: 
 Pottawattamie County Office of Planning and Development 
 223 South 6th Street, Suite 4 
 Council Bluffs, IA  51501-4245 
 (712) 328-5792 
 
Return Document to: 
 Pottawattamie County Office of Planning and Development 
 223 South 6th Street, Suite 4 
 Council Bluffs, IA  51501-4245 
 (712) 328-5792 
 
Document Title: 
 Pottawattamie County 
 Planning and Zoning Resolution #2024-06 

 
 



PLANNING AND ZONING 
RESOLUTION NO. 2024-06 

 
WHEREAS, the proposed preliminary plat and supporting documents for Freedom 
Hills, a subdivision situated in Crescent Township, has been filed with the 
Pottawattamie County Planning and Zoning Commission for its study and 
recommendation under Case #SUB-2024-04; and 
 
WHEREAS, said Commission conducted a public hearing on July 15, 2024, in 
accordance with Chapter 9.04 of the Pottawattamie County, Iowa, Code and Chapter 
354, Code of Iowa, and has given all parties an opportunity to be heard; and 
 
WHEREAS, after careful study and being thoroughly familiar with the involved real 
estate and the surrounding area, said Commission has submitted its written 
recommendation to this Board to approve the preliminary plat; and 
 
WHEREAS, this Board conducted a public hearing on August 13, 2024 in accordance 
with the above-noted Ordinance and Statute, and has examined the proposed 
preliminary plat; and 
 
WHEREAS, after careful study, and due consideration this Board has determined that 
the proposed preliminary plat conforms to the requirements of Chapter 9.01-9.30. 
Subdivision Ordinance of the Pottawattamie County, Iowa, Code; the Pottawattamie 
County, Iowa, Land Use Plan and Chapter 354, Code of Iowa, and has deemed it to be 
in the best interest of Pottawattamie County, Iowa, to concur with the County’s Planning 
and Zoning Commission’s recommendation: 
 
NOW, THEREFORE, BE IT RESOLVED BY THE BOARD OF SUPERVISORS OF 
POTTAWATTAMIE COUNTY, IOWA: That the proposed preliminary plat of Freedom 
Hills, be, and the same is hereby approved as the preliminary plat of said subdivision. 
 
Provided however, that this Resolution shall not be construed as being a final 
acceptance or approval of said Plat with the meaning of Chapter 9.01-9.30, Subdivision 
Ordinance, of the Pottawattamie County, Iowa, Code and Chapter 354, Code of Iowa; 
that after completion of all improvements and satisfaction of all requirements for final 
plats required by the State and County Ordinances and this Resolution, the final plat 
shall be submitted to this Board for its consideration. 
 
PASSED AND APPROVED August 13, 2024. 
            R O L L    C A L L   V O T E  
 AYE NAY ABSTAIN ABSENT 

          
Susan Miller, Chairman 
 
           
Scott Belt 
    

          
Brian Shea 
 
          
Tim Wichman 
 
           
Jeff Jorgensen 
 
Attest:___________________________________ 
  Melvyn Houser, County Auditor 
  Pottawattamie County, Iowa 
 
RECORD: After Passage 



 

TO:  Board of Supervisors 
 
FROM:  Matt Wyant 
 
DATE:  August 10, 2024 
 
RE:  Case #SUB-2024-04 
 
REQUEST:  Preliminary plat approval of Freedom Hills (3 lot minor subdivision) 

 
LOCATION:  Crescent Township 

 
LEGAL DESCRIPTION: 25-76-44 W OF RD SE SW EXC SLY343.77' & E1/2 SW SW EXC SLY343.77' 
 
   The subject property is located approximately 350 feet south  of the city limits of 

Crescent  on Old Lincoln Highway. 
 

 
 
 
 



 

PROPERTY  
OWNERS: Michael L – Nancy A Collins 
 
SURVEYOR: Tarron Meaike, Michael G Geier, Snyder & Associates Inc 
 
GENERAL    
INFORMATION: The applicants have made this request in order to allow a 3 lot minor subdivision.   

 
SITE REVIEW: The parcel consists of 28.82 acres.  There is currently one single family dwelling, an 

outbuilding, septic system and a well on the property. 
 

 

 
ZONING: The subject property is currently located in a Class A-4  (Loess Hills) District.   
 

8.014.010 INTENT: The Class A-4 District is intended to preserve the unique natural and 
environment characteristics of the Loess Hills’ rare soils and topographic region of 
western Pottawattamie County, Iowa and at the same time allow for appropriate types 
and scales of development. Primary uses of these lands has historically been grasslands 
with significant regions cultivated for farming, as well as many farm dwellings and non-
farm households adjacent or having access to hard surfaced street. 
 
Subsection 8.014.020.04 of the Pottawattamie County, Iowa, Code, lists “Platted major 
subdivisions for single-family dwellings, when located on a hard surfaced street, as a 
permitted principal use in the Class A-4  District. 
 
 
 



 

 
 

The minimum standards for the A-4 District with individual septic systems and wells are 
as follows: 
 
  Minimum 
Lot Size  2.0 Acres 
Lot Width  175’ 
Lot Depth  300’ 
 
The minimum standards for the A-4 District with individual septic systems and 
municipal/common water are as follows: 
 
  Minimum 
Lot Size  1.0 Acres 
Lot Width  125’ 
Lot Depth  200’ 
 
 
It appears that the proposed lot sizes, lot widths and lot depths conform to the 
minimums.  SEE ATTACHMENT 1 
 

AREA REVIEW: The subject property is located immediately adjacent to Old Lincoln Highway, a paved 
County Road. The current Iowa Department of Transportation Traffic Flow Map indicated 
an average traffic flow of 2,770 vehicles per day. 

 
The properties in the immediate area are a mixture of rural residential acreages, Oak 
Valley subdivision and agricultural / timber ground.  



 

 
 

 
 

SEWAGE   
DISPOSAL: Where an adequate public or common sanitary sewer system is not reasonably 

accessible or not required, onsite wastewater treatment and disposal systems may be  
used for the purpose of providing a private means of sewage disposal for each lot in the 
subdivision. 
A. The developer shall submit, with the preliminary plat, acceptable evidence of the 

suitability of the soil for onsite wastewater treatment and disposal systems on the 
site.  The developer may be required to make one (1) or more soil boring tests and/or 
preliminary percolation tests within the boundaries of the subdivision if the evidence 
is deemed unacceptable by the County Board.  Each test hole shall be numbered 
and its location and results shown on the final construction plans.  All tests shall be 
performed in accordance with the Pottawattamie County, Iowa, Onsite Wastewater 
Treatment and Disposal System Ordinance.  

B. Lots where onsite wastewater treatment and disposal systems are proposed shall 
provide adequate space for two (2) such systems.  The area dedicated for the 
second system is provided as a back up when the first system fails.  

C. Onsite wastewater treatment and disposal systems, if approved, may be installed at 
the expense of the developer, or at the expense of a subsequent lot owner at the 
time development of the lot takes place.  



 

 
It is the applicant’s intent to serve the lots with onsite wastewater treatment and disposal 
systems.  SEE ATTACHMENT 2 

 
 WATER SUPPLY: City water. 
 
COVENANTS: None proposed.   

 
EXTERIOR ROAD: Lots 2 and 3 will have a shared entrance.  Lot 1 is being combined with an abutting 

property and does not require a separate entrance.   
 
OTHER AGENICES A copy of the preliminary plat has been forwarded to the following agencies.   
COMMENTS:  
 Pottawattamie County Engineer (no comment received) 

Council Bluffs Community School District (no comment received) 
Crescent Fire Department (no comment received) 
Pottawattamie County Sheriff (no comment) 

 
LAND USE PLAN: In 2015 the County Comprehensive Plan 2030 was adopted.  That Plan designates the 

Future Land Use of the subject property as Loess Hills.   
 
FLOOD HAZARD: The Flood Insurance Study prepared by the Federal Emergency Management Agency 

for the County designates in the Flood Insurance Rate Maps that the majority of the 
property as being in a Zone X-Areas of minimum flooding. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
COMMISSION  
RECOMMENDATION: On July 15, 2024 the Planning Commission conducted their public hearing on this 

request and made the following recommendation: 
 

   to recommend that the request of Michael L – Nancy A Collins Preliminary plat approval 
of Freedom Hills, as filed under Case #SUB-2024-03, be approved by the Board of 
Supervisors. 

 
Motion by: Leaders. 
Second by: Schultz. 
Vote: Ayes –Larson, Leaders, Schultz, Chapman.  Motion Carried. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 







































Other Business 



 

Becky Lenihan/Finance and Tax Officer, 
Auditor’s Office and Gina Hatcher/Payroll 

Benefits Specialist, Auditor’s Office 
 

 

 

Discussion and/or decision for payment for 
positive pay/fraud alert protection with 

American National Bank. 



What is Positive Pay? 
Positive Pay is an automated fraud detection tool for checks and ACH items available to our 

business customers and empowers them to detect and respond to suspicious activity in real 

time. The business plays the lead role in determining if a transaction is legitimate or 

fraudulent. One of the primary benefits of using Positive Pay is that fraudulent transactions 

can be rejected immediately, preventing funds from leaving an account.  

There are two types of Positive Pay - Check Positive Pay and ACH Positive Pay. With 

Check Positive Pay, the goal is to prevent check fraud by matching the checks you issue as 

a company with those presented for payment. If a check is considered suspicious, you are 

notified to review the check and determine if it should be paid. Check Payee Positive Pay 

takes it a step further and also reviews the payee's name on the checks to determine in 

addition to the other information on the check (dollar amount and check number).  Check 

Payee Positive Pay is an excellent tool to use against common check fraud occurring more 

and more every day including check washing or the creation of fraudulent checks. 

ACH Positive Pay allows you to monitor ACH debits and credits posting to your account. 

You can make decisions about those ACH transactions, reducing the risk of potential fraud.  

To learn more about Positive Pay or if you would like to enroll in the service, contact Anne 

Di Santo, Vice President/Cash Management Officer, by phone at 610.973.8165 or email 

at adisanto@ambk.com.  

 

mailto:adisanto@ambk.com


 

Jana Lemrick/Director, Human Resources 
and/or Matt Wyant/Director, Planning and 

Development  
 

 

 

Discussion and/or decision to approve New 
Job Description and pay for the position of 

Inspector Lead. 



 
 

 

Inspector Lead 

Director of Planning 

None 

Exempt 

N/A 

530 

8.13.24 

 

 

Under general administrative supervision of the Director of Planning, responsible for 
inspections and plan examination functions for the Department, along with enforcement of all 
building codes. Administers and implements a variety of programs to control and regular water 
wells, on-site wastewater systems, environmental hazards to include noxious weeds. Leads and 
supervises County Inspector I & II. 

 
Assist the Director of Planning in operation and coordination of the Inspector Division within 
the office of Planning and Development. Lead, supervise and train County Inspector I & II.  

May attend and assist with monthly meetings of the Board of Appeals, Board of Health and Board 
of Supervisors. 

Explain building and housing codes to engineers, architects, contractors, homeowners and other 
interested parties; monitor State and Federal laws, codes and requirements to determine their 
applicability and/or impact on local codes, ordinances and procedures and advise the Inspector 
Lead of such issues.  

Performs inspections of new development, remodeled and pre-manufactured single-family 
dwellings, accessory structures and commercial structures to ensure compliance with all adopted 
County and State building codes.  

Perform plan reviews and inspections for building, mechanical and plumbing. 

Prepare plan check correction notices, building correction notices and related records and 
reports. 

Research material information to determine if alternative methods or materials are appropriate 
in a construction project. 



 
 

 

Respond to customer inquiries in person, over the telephone, and over the Internet. Explain 
department policies, appropriate codes and building guidelines. 

Review and correct residential, commercial and industrial construction plans and specification to 
ensure compliance with applicable adopted State and County codes and authorize the issuance 
of building permits after code compliance has been determined. 

Review and approve third-party inspection reports if applicable to residential, commercial and 
industrial construction projects. 

Utilize a computer and related software programs for the purpose of building code management, 
data entry and word processing. 

Verify Building and Housing Code complaints and conducts inspections and investigation on 
violations from commencement and processing through the legal system; coordinate and 
cooperate with Department Staff on conducting violation inspections of zoning violations relating 
to construction matters.  This process will include documentation of violations through reports 
and photographs, issuance of the notice of violation and citation of county infraction.  Processing 
of violations shall be coordinated with the Planning Director and the County Attorney and shall 
be performed in accordance with Planning Department policies.  May be required to testify in 
Court proceedings to provide information about inspection findings, violations and actions taken 
by Department. 

Visit construction sites as assigned, check plans and specifications for on-site conformity to all 
construction and building codes, verify compliance with applicable Zoning Codes including but 
not limited to setbacks and height, conduct inspection of actual construction, issue correction 
notices, complete inspection logs and make final inspections upon completion of new structures, 
improvements or repairs to determine conformity with Plans and Codes. 

Conducts inspections and testing of on-site septic systems, wells, pools, spas, tattoo facilities, 
illegal dumping and air quality. 

Issues on-site wastewater permits; data entry into the Iowa DNR database. Issues well permits; 
data entry into the Iowa DNR database.  

 
of their ski/snowboard abili 

 

Maintains safe and secure use and storage of county equipment and vehicle. Perform general 
vehicle preventive maintenance. 

Attend national, state and local conferences and workshops.  

Perform other duties as directed or as the situation dictates.  

 

 



 
 

 

 
Ability to establish and maintain a professional and effective working relationship with clients, 
supervisors, fellow employees, contract staff, outside agencies and organizations, government 
officials and other County departments. 

Ability to communicate clearly and effectively both orally and in writing, in English. 

Ability to maintain the confidentiality of all departmental and client communications, documents 
and correspondence. 

Ability to work independently, prioritize work, meet deadlines and make decisions using 
independent judgment. 

Ability to effectively and tactfully handle and process complaints in a professional manner. 

Ability to effectively and tactfully enforce codes and ordinances pertaining to role. 

Ability to read and interpret plans, blueprints and specifications. 

Ability to compile and present technical reports. 

Ability to spot discrepancies in verifying work. 

Knowledge of and ability to operate standard office equipment including but not limited to 
personal computer, copier/printer, ladder, tape measure, level, engineering scale, architectural 
scale and similar devices. 

Considerable knowledge of and ability to apply building construction practices, materials and 
equipment. Considerable knowledge of and ability to apply State Building Codes and County 
Building, Housing, Well, Onsite sewage disposal systems, Zoning Codes and Ordinances. 

Knowledge of civil court procedures. 

Ability to operate global positioning equipment (GPS) and ArcMap Graphic Information System. 

 

ESSENTIAL EDUCATION, SKILLS, CERTIFICATION AND/OR LICENSES: 

Graduation from high school diploma or GED. 

Must possess a valid driver’s license at the time of hire and shall maintain it throughout the course 
of employment. 

Five (8) years’ experience in building codes and/or permits within a governmental entity or any 
equivalent combination of experience and training which provides the knowledge, skills and 
abilities necessary to perform the work of an electrical inspector and plan reviewer.    

 



 
 

 

Must obtain certification in Hazardous Waste Operation and Emergency Response Training 
within timeframe established by employer and complete 8-hour refresher course annually. 

Must obtain certification by the International Code Council (ICC) or International Association 
of Electrical Inspectors (IAEI) as and Electrical Inspector within one year of employment.  

Additional certifications as a Plan Reviewer, Building, Mechanical or Plumbing Inspector as 
specified by Director of Planning attained withing timeframe established by employer.  

Certifications shall be maintained throughout the course of the employment. 

Two (2) years’ experience in Well and Onsite sewage disposal system codes and/or permits 
within a governmental entity or any equivalent combination of experience and training.  

Five (5) years’ experience in building codes and/or permits within a governmental entity or any 
equivalent combination of experience and training, preferred. 

 

The physical demands and work environment characteristics described here are representative 
of those that must be met by an employee to successfully perform the essential functions of this 
job.  Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions. 

Regular and punctual attendance at the assigned work location is an essential function of this 
position.  Work is generally performed outdoors, year-round, periodically during inclement 
weather, at construction sites and may be noisy, dusty, hazardous and stressful.  Work is also 
required to be performed indoors. 

The incumbent is required to walk, stand, reach, kneel, crouch, bend, climb, lift, carry and 
utilize tools and equipment weighing up to 50 pounds.  Incumbents must also possess the 
coordination and manual dexterity necessary to transport themselves to and from inspection 
sites.  Incumbent is required to physically access rough terrain and construction sites, to enter 
excavation sites for structures and to maneuver rough terrain on foot to perform inspections 
and investigations. 

Hand-eye coordination is necessary to operate computers and various other pieces of 
equipment.  While performing the duties, the incumbent is required to use hands to finger, 
handle, feel or operate objects, tools or controls and to reach with hand and arms.   

Working hours may occasionally be required before or after regular business hours, in times of 
darkness or without electrical power.   



 
 

 

Vision abilities correctable to normal ranges include close vision, distance vision, peripheral 
vision, depth perception and the ability to adjust focus.   

Communication abilities include the ability to talk and hear within normal ranges.  The 
incumbent is required to use voice to communicate as a result, clear diction and audible volume 
is required. 

Work requires extensive interaction with the public and may be stressful when dealing with 
irate citizens and/or meeting deadlines may be stressful at times. 

 



 

Jana Lemrick/Director, Human Resources 
and/or Matt Wyant/Director, Planning and 

Development  
 

 

 

Discussion and/or decision to approve New 
Job Description and pay for the position of 

County Inspector II. 



 
 

 

Inspector II 

Inspector Lead 

None 

Non-Exempt 

N/A 

527 

8.13.24 

 

 

Under general administrative supervision of the Inspector Lead, responsible for inspections and 
plan examination functions for the Department, along with enforcement of all building, well and 
on-site sewage disposal system codes. Administers and implements a variety of programs to 
control and regular water wells, on-site wastewater systems, environmental hazards to include 
noxious weeds.  

 
May attend and assist with monthly meetings of the Board of Appeals, Board of Health and Board 
of Supervisors. 

Explain building and housing codes to engineers, architects, contractors, homeowners and other 
interested parties; monitor State and Federal laws, codes and requirements to determine their 
applicability and/or impact on local codes, ordinances and procedures and advise the Inspector 
Lead of such issues.  

Performs inspections of new development, remodeled and pre-manufactured single-family 
dwellings, accessory structures and commercial structures to ensure compliance with all adopted 
County and State building codes.  

Perform plan reviews and inspections for building, electrical, mechanical and plumbing. 

Prepare plan check correction notices, building correction notices and related records and 
reports. 

Research material information to determine if alternative methods or materials are appropriate 
in a construction project. 

Respond to customer inquiries in person, over the telephone, and over the Internet. Explain 
department policies, appropriate codes and building guidelines. 



 
 

 

Review and correct residential, commercial and industrial construction plans and specification to 
ensure compliance with applicable adopted State and County codes and authorize the issuance 
of building permits after code compliance has been determined. 

Review and approve third-party inspection reports if applicable to residential, commercial and 
industrial construction projects. 

Utilize a computer and related software programs for the purpose of building code management, 
data entry and word processing. 

Verify Building and Housing Code complaints and conducts inspections and investigation on 
violations from commencement and processing through the legal system; coordinate and 
cooperate with Department Staff on conducting violation inspections of zoning violations relating 
to construction matters.  This process will include documentation of violations through reports 
and photographs, issuance of the notice of violation and citation of county infraction.  Processing 
of violations shall be coordinated with the Planning Director and the County Attorney and shall 
be performed in accordance with Planning Department policies.  May be required to testify in 
Court proceedings to provide information about inspection findings, violations and actions taken 
by Department. 

Visit construction sites as assigned, check plans and specifications for on-site conformity to all 
construction and building codes, verify compliance with applicable Zoning Codes including but 
not limited to setbacks and height, conduct inspection of actual construction, issue correction 
notices, complete inspection logs and make final inspections upon completion of new structures, 
improvements or repairs to determine conformity with Plans and Codes. 

Conducts inspections and testing of on-site septic systems, wells, pools, spas, tattoo facilities, 
illegal dumping and air quality. 

Issues on-site wastewater permits; data entry into the Iowa DNR database. Issues well permits; 
data entry into the Iowa DNR database.  

Receive and process requests for percolation tests. Requests water samples for testing.  

Receive and process noxious weed, zoning and septic complaints and questions; conducts 
investigations, resolves complaints, and forwards response to complainant.  

Notify property owners of noxious weeds, zoning & septic violations and corrective measures.  

Assist property owners with well closures. 

Assist in the review of Master Matrix scoring system to evaluate the siting of permitted 
confinement feeding operations as presented by the Iowa Department of Natural Resources 
(DNR) and provides IDNR with the County’s analysis of the results.  

 

Maintains safe and secure use and storage of county equipment and vehicle. Perform general 
vehicle preventive maintenance. 

Attend national, state and local conferences and workshops.  



 
 

 

Perform other duties as directed or as the situation dictates.  

 
Ability to establish and maintain a professional and effective working relationship with clients, 
supervisors, fellow employees, contract staff, outside agencies and organizations, government 
officials and other County departments. 

Ability to communicate clearly and effectively both orally and in writing, in English. 

Ability to maintain the confidentiality of all departmental and client communications, documents 
and correspondence. 

Ability to work independently, prioritize work, meet deadlines and make decisions using 
independent judgment. 

Ability to effectively and tactfully handle and process complaints in a professional manner. 

Ability to effectively and tactfully enforce codes and ordinances pertaining to role. 

Ability to read and interpret plans, blueprints and specifications. 

Ability to compile and present technical reports. 

Ability to spot discrepancies in verifying work. 

Knowledge of and ability to operate standard office equipment including but not limited to 
personal computer, copier/printer, ladder, tape measure, level, engineering scale, architectural 
scale and similar devices. 

Considerable knowledge of and ability to apply building construction practices, materials and 
equipment. Considerable knowledge of and ability to apply State Building Codes and County 
Building, Housing and Zoning Codes and Ordinances. 

Knowledge of civil court procedures. 

Ability to operate global positioning equipment (GPS) and ArcMap Graphic Information System. 

 

ESSENTIAL EDUCATION, SKILLS, CERTIFICATION AND/OR LICENSES: 

Graduation from high school diploma or GED. 

Must possess a valid driver’s license at the time of hire and shall maintain it throughout the course 
of employment. 

 

Must obtain Iowa Department of Agriculture and Land Stewardship Commercial Pesticide 
Applicator 1A-Agriculture Weed Control and 6-Right-of-Way Weed Control Certifications 
within 1-year of employment. 



 
 

 

Must obtain certification in Hazardous Waste Operation and Emergency Response Training 
within timeframe established by employer and complete 8-hour refresher course annually. 

Must obtain certification by the International Code Council (ICC) or International Association 
of Electrical Inspectors (IAEI) as and Electrical Inspector upon employment.  

Additional certifications as a Plan Reviewer, Building, Mechanical or Plumbing Inspector as 
specified by Director of Planning attained withing timeframe established by employer.  

Certifications shall be maintained throughout the course of the employment. 

Two (2) years’ experience in building codes and/or permits within a governmental entity or any 
equivalent combination of experience and training.  

 

 

The physical demands and work environment characteristics described here are representative 
of those that must be met by an employee to successfully perform the essential functions of this 
job.  Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions. 

Regular and punctual attendance at the assigned work location is an essential function of this 
position.  Work is generally performed outdoors, year-round, periodically during inclement 
weather, at construction sites and may be noisy, dusty, hazardous and stressful.  Work is also 
required to be performed indoors. 

The incumbent is required to walk, stand, reach, kneel, crouch, bend, climb, lift, carry and 
utilize tools and equipment weighing up to 50 pounds.  Incumbents must also possess the 
coordination and manual dexterity necessary to transport themselves to and from inspection 
sites.  Incumbent is required to physically access rough terrain and construction sites, to enter 
excavation sites for structures and to maneuver rough terrain on foot to perform inspections 
and investigations. 

Hand-eye coordination is necessary to operate computers and various other pieces of 
equipment.  While performing the duties, the incumbent is required to use hands to finger, 
handle, feel or operate objects, tools or controls and to reach with hand and arms.   

Working hours may occasionally be required before or after regular business hours, in times of 
darkness or without electrical power.   

Vision abilities correctable to normal ranges include close vision, distance vision, peripheral 
vision, depth perception and the ability to adjust focus.   



 
 

 

Communication abilities include the ability to talk and hear within normal ranges.  The 
incumbent is required to use voice to communicate as a result, clear diction and audible volume 
is required. 

Work requires extensive interaction with the public and may be stressful when dealing with 
irate citizens and/or meeting deadlines may be stressful at times. 

 



 

Jana Lemrick/Director, Human Resources 
and/or Matt Wyant/Director, Planning and 

Development  
 

 

 

Discussion and/or decision to approve New 
Job Description and pay for the position of 

County Inspector I. 



 
 

 

Inspector I 

Inspector Lead 

None 

Non-Exempt 

N/A 

527 

8.13.24 

 

 

Under general administrative supervision of the Inspector Lead, responsible for inspections and 
plan examination functions for the Department, along with enforcement of all building, well and 
on-site sewage disposal system codes. Administers and implements a variety of programs to 
control and regular water wells, on-site wastewater systems, environmental hazards to include 
noxious weeds.  

 
May attend and assist with monthly meetings of the Board of Appeals, Board of Health and Board 
of Supervisors. 

Explain building and housing codes to engineers, architects, contractors, homeowners and other 
interested parties; monitor State and Federal laws, codes and requirements to determine their 
applicability and/or impact on local codes, ordinances and procedures and advise the Inspector 
Lead of such issues.  

Performs inspections of new development, remodeled and pre-manufactured single-family 
dwellings, accessory structures and commercial structures to ensure compliance with all adopted 
County and State building codes.  

Perform plan reviews and inspections for building, mechanical and plumbing. 

Prepare plan check correction notices, building correction notices and related records and 
reports. 

Research material information to determine if alternative methods or materials are appropriate 
in a construction project. 

Respond to customer inquiries in person, over the telephone, and over the Internet. Explain 
department policies, appropriate codes and building guidelines. 



 
 

 

Review and correct residential construction plans and specification to ensure compliance with 
applicable adopted State and County codes and authorize the issuance of building permits after 
code compliance has been determined. 

Review and approve third-party inspection reports if applicable to residential construction 
projects. 

Utilize a computer and related software programs for the purpose of building code management, 
data entry and word processing. 

Verify Building and Housing Code complaints and conducts inspections and investigation on 
violations from commencement and processing through the legal system; coordinate and 
cooperate with Department Staff on conducting violation inspections of zoning violations relating 
to construction matters.  This process will include documentation of violations through reports 
and photographs, issuance of the notice of violation and citation of county infraction.  Processing 
of violations shall be coordinated with the Planning Director and the County Attorney and shall 
be performed in accordance with Planning Department policies.  May be required to testify in 
Court proceedings to provide information about inspection findings, violations and actions taken 
by Department. 

Visit construction sites as assigned, check plans and specifications for on-site conformity to all 
construction and building codes, verify compliance with applicable Zoning Codes including but 
not limited to setbacks and height, conduct inspection of actual construction, issue correction 
notices, complete inspection logs and make final inspections upon completion of new structures, 
improvements or repairs to determine conformity with Plans and Codes. 

Conducts inspections and testing of on-site septic systems, wells, pools, spas, tattoo facilities, 
illegal dumping and air quality. 

Issues on-site wastewater permits; data entry into the Iowa DNR database. Issues well permits; 
data entry into the Iowa DNR database.  

Receive and process requests for percolation tests. Requests water samples for testing.  

Receive and process noxious weed, zoning and septic complaints and questions; conducts 
investigations, resolves complaints, and forwards response to complainant.  

Notify property owners of noxious weeds, zoning & septic violations and corrective measures.  

Assist property owners with well closures. 

Assist in the review of Master Matrix scoring system to evaluate the siting of permitted 
confinement feeding operations as presented by the Iowa Department of Natural Resources 
(DNR) and provides IDNR with the County’s analysis of the results.  

 

Maintains safe and secure use and storage of county equipment and vehicle. Perform general 
vehicle preventive maintenance. 

Attend national, state and local conferences and workshops.  



 
 

 

Perform other duties as directed or as the situation dictates.  

 
Ability to establish and maintain a professional and effective working relationship with clients, 
supervisors, fellow employees, contract staff, outside agencies and organizations, government 
officials and other County departments. 

Ability to communicate clearly and effectively both orally and in writing, in English. 

Ability to maintain the confidentiality of all departmental and client communications, documents 
and correspondence. 

Ability to work independently, prioritize work, meet deadlines and make decisions using 
independent judgment. 

Ability to effectively and tactfully handle and process complaints in a professional manner. 

Ability to effectively and tactfully enforce codes and ordinances pertaining to role. 

Ability to read and interpret plans, blueprints and specifications. 

Ability to compile and present technical reports. 

Ability to spot discrepancies in verifying work. 

Knowledge of and ability to operate standard office equipment including but not limited to 
personal computer, copier/printer, ladder, tape measure, level, engineering scale, architectural 
scale and similar devices. 

Considerable knowledge of and ability to apply building construction practices, materials and 
equipment. Considerable knowledge of and ability to apply State Building Codes and County 
Building, Housing and Zoning Codes and Ordinances. 

Knowledge of civil court procedures. 

Ability to operate global positioning equipment (GPS) and ArcMap Graphic Information System. 

 

ESSENTIAL EDUCATION, SKILLS, CERTIFICATION AND/OR LICENSES: 

Graduation from high school diploma or GED. 

Must possess a valid driver’s license at the time of hire and shall maintain it throughout the course 
of employment. 

 

Must obtain Iowa Department of Agriculture and Land Stewardship Commercial Pesticide 
Applicator 1A-Agriculture Weed Control and 6-Right-of-Way Weed Control Certifications 
within 1-year of employment. 



 
 

 

Must obtain certification in Hazardous Waste Operation and Emergency Response Training 
within timeframe established by employer and complete 8-hour refresher course annually. 

Must obtain certification from the International Code Council as a Residential Building 
Inspector within one year of employments 

Additional certifications as a Plan Reviewer, Mechanical or Plumbing Inspector as specified by 
Director of Planning attained withing timeframe established by employer.  

Certifications shall be maintained throughout the course of the employment. 

Two (2) years’ experience in building codes and/or permits within a governmental entity or any 
equivalent combination of experience and training.  

 

The physical demands and work environment characteristics described here are representative 
of those that must be met by an employee to successfully perform the essential functions of this 
job.  Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions. 

Regular and punctual attendance at the assigned work location is an essential function of this 
position.  Work is generally performed outdoors, year-round, periodically during inclement 
weather, at construction sites and may be noisy, dusty, hazardous and stressful.  Work is also 
required to be performed indoors. 

The incumbent is required to walk, stand, reach, kneel, crouch, bend, climb, lift, carry and 
utilize tools and equipment weighing up to 50 pounds.  Incumbents must also possess the 
coordination and manual dexterity necessary to transport themselves to and from inspection 
sites.  Incumbent is required to physically access rough terrain and construction sites, to enter 
excavation sites for structures and to maneuver rough terrain on foot to perform inspections 
and investigations. 

Hand-eye coordination is necessary to operate computers and various other pieces of 
equipment.  While performing the duties, the incumbent is required to use hands to finger, 
handle, feel or operate objects, tools or controls and to reach with hand and arms.   

Working hours may occasionally be required before or after regular business hours, in times of 
darkness or without electrical power.   

Vision abilities correctable to normal ranges include close vision, distance vision, peripheral 
vision, depth perception and the ability to adjust focus.   



 
 

 

Communication abilities include the ability to talk and hear within normal ranges.  The 
incumbent is required to use voice to communicate as a result, clear diction and audible volume 
is required. 

Work requires extensive interaction with the public and may be stressful when dealing with 
irate citizens and/or meeting deadlines may be stressful at times. 
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POTTAWATTAMIE COUNTY 
OUT-OF-STATE TRAVEL NOTIFICATION FORM 

This form is used to notify the Board of Supervisors of out-of-state travel and to provide an 
estimate of travel expenses.  It must be submitted to the Board of Supervisor’s office no later 
than one (1) week  prior to the out-of-state travel.   

TRAVEL INFORMATION 

Name of Employee Traveling:_____________________________________________________ 

Department:   __________________________________________________________________ 

Destination:  ___________________________________________________________________ 

Date of Travel:    FROM:  _____________________    TO:   ______________________________ 

Name of Elected Official/Department Head Authorizing Travel:  __________________________ 

PURPOSE OF TRIP 

1. Conference Travel
Giving a presentation
Serving as panel member, chair 
Serving as an Office or Board Member 
Continuing Education
Other please explain_____________ 
______________________________

2 Non-Conference Travel 
State Purpose:____________________ 
________________________________ 
________________________________ 
________________________________ 
________________________________ 

Conference Name (Please give complete name)_______________________________________ 

Expense Cost Estimate 
Transportation Mileage Airfare 
Lodging 
Meals:  Breakfast Included Not Included 

 Lunch Included Not Included 
  Dinner Included Not Included 

Conf./Seminar Fee 
Other: 
Total Estimated Cost 

Meals may be included in conference fees or provided by the hotel.  Indicate whether meal is included or not.  If 
meal is not included, please refer to the U.S. General Services Administration website for allowable meal per diem 
at www.gsa.gov  Select travel, select a state, select calculate per diem allowances for a trip, select your travel 
dates, select destination county, select breakdown, the total M&IE rate is listed (middle row), scroll up to the top 
of the page and select M&IE for breakdown by meal (breakfast, lunch, dinner), find the corresponding number on 
the far left for your total and the breakdown is provided.        

http://www.gsa.gov/


POTTAWATTAMIE COUNTY 
OUT-OF-STATE TRAVEL NOTIFICATION FORM 

This form is used to notify the Board of Supervisors of out-of-state travel and to provide an 
estimate of travel expenses.  It must be submitted to the Board of Supervisor’s office no later 
than one (1) week  prior to the out-of-state travel.   

TRAVEL INFORMATION 

Name of Employee Traveling:_____________________________________________________ 

Department:   __________________________________________________________________ 

Destination:  ___________________________________________________________________ 

Date of Travel:    FROM:  _____________________    TO:   ______________________________ 

Name of Elected Official/Department Head Authorizing Travel:  __________________________ 

PURPOSE OF TRIP 

1. Conference Travel
Giving a presentation
Serving as panel member, chair 
Serving as an Office or Board Member 
Continuing Education
Other please explain_____________ 
______________________________

2 Non-Conference Travel 
State Purpose:____________________ 
________________________________ 
________________________________ 
________________________________ 
________________________________ 

Conference Name (Please give complete name)_______________________________________ 

Expense Cost Estimate 
Transportation Mileage Airfare 
Lodging 
Meals:  Breakfast Included Not Included 

 Lunch Included Not Included 
  Dinner Included Not Included 

Conf./Seminar Fee 
Other: 
Total Estimated Cost 

Meals may be included in conference fees or provided by the hotel.  Indicate whether meal is included or not.  If 
meal is not included, please refer to the U.S. General Services Administration website for allowable meal per diem 
at www.gsa.gov  Select travel, select a state, select calculate per diem allowances for a trip, select your travel 
dates, select destination county, select breakdown, the total M&IE rate is listed (middle row), scroll up to the top 
of the page and select M&IE for breakdown by meal (breakfast, lunch, dinner), find the corresponding number on 
the far left for your total and the breakdown is provided.        

http://www.gsa.gov/
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