
 

This position functions as a departmental technician for statewide licensing programs administered under the
authority of the Public Health Code  and associated administrative rules. The individual reviews
and processes applications for licenses, registrations and/or permits in order to determine eligibility in accordance
with statutory and rule provisions. The individual also responds to inquiries regarding licensing requirements and
application processes. The individual will assist in preparing and keeping training material, tip sheets and guides
current using the administrative rules for the  professions and 15 license types.



Responds to inquiries regarding requirements that must be met for licensure, registration or permit applications and ensures 
the accuracy and reliability of the information.  Assists with ensuring authenticity and integrity of the public records and 
accuracy of information available online, by phone, in writing, and in person and processes requests for certifications of 
licensure. 

Assists in answering telephone inquiries and directing calls when appropriate.

Responds to customer email inquiries regarding application processes and licensure requirements.
Assists in the maintenance and update of procedures for the work unit.

Ascertains the appropriate course of action in response to requests for assistance from staff, public, and other agencies.

Explains work instructions, methods, procedures and policies to staff to facilitate their understanding and applicability of those procedures or
policies.
Researches and responds to complex questions to determine if a policy exists.

Processes requests for certifications of licensure.

Process application for licensure, re-licensure, name and address changes, duplicate licenses, employer changes and ownership changes.

Processes all types of license applications, determines eligibility in accordance with statutory mandates, rules and 
departmental policy.  Processes refund requests.  Coordinates scanning preparation and record maintenance.  Analyzes, 
recommends and assists in preparing training material.  Keep all training material up to date using the most current 
administrative rules for  professions and 15 license types.

Processes applications for licensure, re-licensure, name and address changes, duplicate licenses, employer changes, and ownership changes.

Processes license renewal applications and evaluates compliance with statutory provisions for renewal.

Assists in processing various administrative requests such as FOIA requests, subpoenas, requests for refunds, and chargeback inquiries.

Respond to a variety of written and oral inquiries from applicants/licensees regarding the processing of their application
Performs data entry into licensure database and all other unit processes.

Maintains forms and templates and recommends changes when necessary.

Coordinates scanning preparation and ensures the accuracy of database records

Assists in preparing and keeping training material current for professions and 15 license types

Research and recommend training needs and refreshers based on historical data/information and trend analysis
Performs other duties as assigned

The job is performed in a general office environment.  The position requires minimal physical effort or exertion.  Physical 
effort would be sitting, standing, and walking to other areas and transporting files within the office.  Environmental conditions 
would be limited to exposure to the heating and cooling of the building during the workday.  This position requires extensive 
usage of a personal computer.

Supervisory review is required for situations not addressed by procedures and/or policies. 

Locates appropriate records and provides information to licensees, applicants, and members of the public. Interprets and 
applies instructions and guidelines to resolve work problems in accordance with procedure manuals, statutes, policies, and 
established practices. Service to licensees, applicants, and the public is affected.   



The function of the work area is to license individuals and businesses who qualify pursuant to statutory requirements.  This 
position provides a portion of that responsibility by performing the duties previously described

This position functions as a technician for statewide licensing programs, reviewing and processing applications for licenses, 
registrations and/or permits, and responding to inquiries regarding licensing requirements. Processes license applications, 
requests for refunds, processes other associated requests and applications, and prepares documents for scanning. Provides 
information to the public and ensures the accuracy and reliability of the information. Assists with ensuring authenticity and 
integrity of the public records and accuracy of information available online, by phone, in writing, and in person.



Knowledge of the policies, procedures and statutes administered by the Licensing Division and the ability to interpret and 
apply them.  Knowledge of the section and division forms and work flow.  Ability to maintain favorable public relations.  Ability 
to communicate effectively in person, by phone and through correspondence.  Ability to use PC and various computer 
programs and software.


