
Village of Oak Brook 
Plan Reviewer/Building Inspector (Part Time) 

The Village of Oak Brook is seeking a part time plan reviewer to work in the Development Services 
Department. 
This position may also be responsible for building inspections on an as needed basis. 
 
Primary Duties: The Plans Reviewer performs highly skilled technical review and examination of residential, 
commercial and industrial plans and specifications for compliance with applicable building codes, ordinances 
and regulations. The incumbent is supervised by the Building Official and will support the Development 
Services staff in providing services to the public. He or she is expected to exercise independent judgment and 
make sound recommendations based on building plan examination results; provide information and 
assistance to the public, contractors, or other employees; review sign permit applications; keep up to date on 
existing and new codes; discuss plans with architects, engineers, contractors1 and property owners. 
 
Secondary Duties: This person may be responsible for conducting site visits to make inspections of commercial 
and residential construction; record and document all inspections; keep superiors apprised of all inspection 
activities; conduct sign inspections; investigate building code violations and enforce zoning regulations; 
prepare accurate records and reports of inspections performed covering conditions found, actions taken, as 
well as names of owners, builders and addresses of inspections and related code references; issue stop work 
orders; investigate complaints of defective projects that are reported, notify responsible persons of defects, 
and issue instructions for corrections; other duties as may be assigned. 
 
Knowledge and Skills Required: 

Education: High School diploma or equivalent; 
Experience: Three years of increasingly responsible experience reviewing and examining residential, 
industrial, and commercial plans and specifications. 
Certificates/Licenses:  
Certification by the ICC (International Code Council): 

Building Plans Examiner & Residential Plans Examiner or equivalent 
Building Inspector is desirable. 

Possession of a valid State of Illinois driver’s license. 
Qualifications: Preferred skill sets include knowledge of the Village codes and ordinances; knowledge of 
principles and practices of building construction; knowledge of building, plumbing, mechanical, gas, electrical 
codes; ability to interpret technical designs and blueprints; ability to enforce codes; computer literate for the 
input of all documentation pertaining to building permitting process; communicate effectively verbally and in 
writing; skill to use standard equipment and testing devices; ability to deal with the public tactfully and 
courteously; ability to troubleshoot, problem solve and use good judgment; and ability to use a variety of 
computer programs such as Microsoft Office is required. Training will be provided on Village-specific software 
programs. 
Work Schedule: Approximately 15 hours per week; 7.5 hours per day. Hours will vary based on the season. 
Salary: Hourly rate will be DOQ. 
Employee Benefits: This will be a part time non-union position and no benefits are provided. 
Application/Selection Process: Please submit your resume and certifications by to:  
Village of Oak Brook 
1200 Oak Brook Road 
Oak Brook, Illinois 
60523 
The Village of Oak Brook is an equal opportunity employer. 


