
 

Date: 10/22/26 

 

 

Town of Highland 

Notice of Available Position 

  

 

The Town of Highland Building & Inspection/Planning Department is seeking a 

highly organized, detail oriented, motivated individual for the position of Full-time 

Building & Inspection Clerk. 

 This position involves the use of a cash register, typewriter, desktop computer, 

computer applications such as Microsoft Word, Excel & Outlook as well as special 

application software licensed to the Town from a propriety vendor. Candidates need to 

possess excellent interpersonal communication skills. Relevant work experience 

necessary. Previous Administrative Assistant work experience preferred but not 

necessary. Current work schedule involves forty (40) hours a week, Monday through 

Friday, 8:15 am-4:45pm.  Salary: Current hourly rate $22.34. Benefits are also available 

per the Town of Highland Benefit Plan. 

  

 

POSITITION SUMMARY: This descriptive summary is subject to revision. At the 

direction of the Building Commissioner/Zoning Administrator, and the Building & 

Inspection Secretary, Candidates responsibilities include, but not limited to answering the 

telephone calls, directs messages to the staff. Responds to questions and complaints. 

Maintains and organizes general department files on contractors, licenses, business 

registrations, permits issued, inspections performed, citations filed, etc. Reviews 

applications for and issues building, electrical, plumbing, HVAC permits, sewer taps, 

water taps, water meters, contractor, business and amusement licenses. Works with other 

Municipal departments. Receives, sorts and distributes mail. Assists in Budget 

preparation, Coordinate’s Building Department software management with software 

Co./IT Director. Plan Commission, and/or BZA Recording Secretary, which involves 

receiving and processing filed petitions, prepares for meetings, (agenda’s/notices), 

records and prepares minutes of meetings (Note: extra monthly stipend paid). 

 

 Interested individuals can obtain an employment application by going to the 

Towns website. Navigate to Government/Clerk Treasurer/Applications & forms. Submit 

the completed application with resume to the Town of Highland Building Department, 

3333 Ridge Rd., Highland, In., 46322 
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