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   Class Specifications 
   for the Class: 
 
   INSURANCE LICENSING CLERK
 
 
Duties Summary: 
 
 Reviews applications and supporting data for compliance with insurance 
licensing requirements of the State; reviews documents required to be filed by 
individuals and agencies to determine continuing qualification for licenses; assists in 
scheduling licensing examinations and monitors and scores examinations; and performs 
other duties as required. 
 
Distinguishing Characteristics: 
 
 This class differs from classes in the clerical series in that the Insurance 
Licensing Clerk is concerned with reviewing applications and supporting data submitted 
by individuals and agencies applying for licenses to conduct insurance business, 
reviewing documents filed by agencies for continued qualifications for licenses, and 
performing other such clerical tasks pertaining to insurance licensing operations which 
involve the intensive application of insurance laws, rules, regulations, and licensing 
procedures; whereas classes in the clerical series review and process various 
documents and other materials for completeness and conformance to legal standards 
and requirements, which may include the clerical processing of insurance licensing 
matters but which do not involve as complex application of laws, rules, and regulations 
in this field as involved in the work of the Insurance Licensing Clerk. 
 
 This class differs from that of Insurance Licensing Assistant in that the Insurance 
Licensing Clerk provides specialized clerical assistance and support to the Insurance 
Licensing Assistant with respect to the review of documents and other data relating to 
the processing of insurance licenses, the preparation of insurance examination 
schedules, and the monitoring and scoring of such examinations; whereas the 
Insurance Licensing Assistant is responsible for reviewing applications and documents 
relating to insurance licensing, preparing insurance licensing examinations, and 
supervising the work of the Insurance Licensing Clerk. 
 
Examples of Duties: 
 
 Reviews applications and supporting data submitted by agents for accuracy and 
completeness; contacts general agents, sub-agents, non-resident agents, adjusters, 
surplus line brokers and companies or their representatives to clarify or correct 
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discrepancies in applications or supporting data; checks files and office records for 
incidences of malpractice of agents applying for licenses and informs agencies of 
discrepancies or reports findings to the supervisor for dispositions; checks appointments 
of agents and sub-agents by companies to determine if they are licensed to carry 
various lines of insurance; checks applications of agents and sub-agents to determine if 
they qualify for licenses; assists in the review of results of insurance licensing 
examinations for adequacy of individual questions, gives instructions on procedures for 
examinations, monitors examinations, and scores test results; advises agents, solicitors, 
companies, and the public on various licensing and qualification requirements; checks 
reports submitted by general agencies on employees involved in training programs in 
order to determine whether the program covers the required lines of insurance; and 
maintains the central files on a current basis. 
 
Knowledge and Abilities Required: 
 
 Knowledge of:  Standard office practices and procedures; punctuation, grammar, 
spelling and work usage. 
 
 Ability to:  Understand and apply effectively the various laws, rules, regulations, 
procedures, forms, and documents pertaining to the licensing of insurance companies, 
solicitors, agents, and sub-agents; carry out oral and written instructions; meet and deal 
effectively with people; and express ideas clearly, orally and in writing. 
 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
 
 This is the first specification for the new class INSURANCE LICENSING CLERK, 
which is the result of the Civil Service Commission’s decision on a classification appeal. 
 
 
 
DATE APPROVED: 12/24/63  /s/  Edna Tavares Taufaasau 

  (Mrs.) EDNA TAVARES TAUFAASAU 
Director of Personnel Services 

 
 
 

Reviewed by Department of Regulatory Agencies, 12/12/63 
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