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Classification Specification
	

	
	2440100

	
	LICENSE SUPPORT SUPERVISOR



Class Summary

The responsibilities of this classification include supervising staff members who process various Washington State and King County license transactions. 

Distinguishing Characteristics

This is a single-level classification and is distinguished from other office support supervisors by its requirement for specialized licensing knowledge. Incumbents in this classification supervise office support staff and must have a working knowledge of state and County licensing laws, rules, policies and directives in order to effectively manage the operations of the assigned section. This classification is distinguished from other office support supervisors in its requirement for this specialized knowledge.
Examples of Duties (May vary by position)

1. Plan, organize, coordinate and manage the operations of assigned section.

2. Monitor and oversee license sub-agencies.

3. Represent the County at hearings on issues and problems related to licensing policies and procedures.

4. Interpret applicable state laws, regulations and procedures for the issuance of licenses.

5. Review performance standards for sub-agents, evaluate and recommend needed changes in internal controls for sub-agents and respond to audit findings.

6. Research and provide technical licensing information to staff, sub-agents and the general public.

7. Implement new state licensing laws through staff and sub-agents.

8. Establish procedures for issuing and reviewing licenses. 

9. Prepare section correspondence including letters, memos and Notice and Orders.
10. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Knowledge of general office management principles

Knowledge of state and County regulations on licensing functions

Knowledge of file/records management principles and practices

Knowledge of computer systems maintenance

Knowledge of administrative and applicable criminal enforcement processes

Knowledge of revenue regulations for licensing activities

Knowledge of supervisory principles and practices

Conflict-resolution skills
Oral and written communications skills
Licensing/Certification Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.
	FLSA Designation
	Exempt (Administrative)

	Levels within same series
	None
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