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   Class Specification 
   for the Class: 
 

LICENSING ADMINISTRATOR 
 
Duties Summary: 

 Administers a program of vocational and professional licensing; advises the 
department head and boards and commissions, and acts as liaison; and performs other 
related duties as required. 

Distinguishing Characteristics: 

This class is concerned with coordinating and directing both the boards and 
commissions and professional and vocational licensing programs in providing 
assistance and advice to a large number of boards and commissions on the drafting, 
revision and interpretation of laws, rules and regulations; in recommending and 
implementing policies and procedures for the administration of the licensing and 
regulatory functions of such boards and commissions; in serving as liaison between 
boards and commissions and the department director and other agencies; and in 
organizing, directing and coordinating all administrative staff services, including 
business management, executive staff, stenographic, examining, licensing and 
enforcement services, to the boards and commissions. 

Example of Duties: 

 Organizes, determines and directs the various licensing, examination and 
enforcement activities; develops, implements and amends as required policies and 
procedures pertaining to the administrative and/or housekeeping functions of the 
division; directs and prepares drafts of necessary legislation and rules and regulations 
to improve licensing activities; represents the department head at meetings of the 
boards and commissions; advises and assists the boards and commissions to conform 
to various established operational procedures pertaining to their relationship with the 
department, the Governor and legislature; assists in preparing statements for the 
director to advise the Governor, legislature, and boards and commissions on ways and 
means in which licensing and regulatory functions may be improved; serves as official 
liaison for the director in all matters affecting boards and commissions between the 
department, the governor and the legislature; reviews all substantive and procedural 
rules and regulations considered for adoption by boards and commissions and advises 
and recommends approval or disapproval to the director; prepares communications on 
a variety of subjects and problems pertaining to licensing activities; maintains and 
exercises custody over all boards and commissions records and equipment; prepares 
and submits monthly management reports to the director on activities of the division and 
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the boards and commissions; prepares and submits annual reports to the governor on 
activities of division and boards and commissions; conducts and presides over monthly 
division staff meetings; directs the preparation of an operating budget for both the 
Licensing Division’s and the Boards’ and Commissions’ programs; approves all 
requisitions for services and other necessary monies needed; determines personnel 
requirements and recommends hiring and other personnel actions; directs the 
preparation of, and reviews job performance reports; approves sick and vacation leave 
requests; periodically reviews and evaluates the effectiveness of the boards and 
commissions and the professional and vocational licensing programs. 

Knowledge and Abilities Required: 

Knowledge of:  Principles and practices of public administration management 
and supervision, principles and practices of public relations; budget preparation and 
control, the organization and functions of regulatory boards and commissions. 

Ability to:  Plan, organize, coordinate, supervise and evaluate support services to 
regulatory boards and commissions; understand pertinent laws, rules and regulations; 
maintain effective working relationships with others, secure and analyze facts and make 
sound decisions based on such facts; speak and write effectively; prepare 
correspondence and reports, prepare a budget. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  - - - - - - - - - - - - - - - - - - - - - - - - - -  

 This is the first specification for the new class of Licensing Administrator. 

 

DATE APPROVED: 8/30/1966  /s/  Edna Tavares Taufaasau 
  (Mrs.) EDNA TAVARES TAUFAASAU 

Director of Personnel Services 
 

Reviewed for currency on August 26, 1982. 

---------------------------------------------------------------- 

 The code number for this class was changed from 2.058 to 17.277 and the class 
was incorporated in the Excluded Managerial Compensation Plan (EMCP) effective 
July 1, 1981, in accordance with Act 254, SLH 1980. 
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