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Classification Specification
	

	
	2246100

	
	RECORDING AND LICENSING MANAGER



Class Summary

The responsibilities of this classification include managing the formal recording of public documents, overseeing licensing operations and enforcement functions, and supervising the collection of real estate and excise taxes for all real estate transactions in King County.  
Distinguishing Characteristics

This is a single level classification.  Incumbents supervise recording, licensing and real estate tax collection functions and supervise technical, professional and support staff.  Licensing areas include vehicle/vessel, marriage, taxicab and for-hire, and various business licenses; licensing enforcement duties include granting and denial of licenses and presenting cases to the King County Board of Appeals for license denials, revocations and suspensions.
Examples of Duties (May vary by position)

1. Plan, develop and administer the budget, ensuring that budget expenditures are within established guidelines.
2. Plan, develop and implement the section’s annual work plan and review/revise plan goals and objectives on an annual basis.
3. Monitor, oversee and review performance standards for sub-agents in various locations throughout King County; evaluate and recommend needed changes in internal controls for sub-agents and respond to audit findings. 

4. Represent the County at hearings on issues and problems related to licensing policies and procedures and on various local and State committees; present cases before the King County Board of Appeals on appeals of license denials, revocations, suspensions and other issues. 

5. Research and provide technical licensing information to staff, sub-agents and the general public. Interpret applicable state laws, regulations and procedures for issuance of licenses.

6. Review and initiate all King County and Washington State legislative changes affecting assigned functions. Implement new King County and Washington laws through staff and sub-agents. Research and analyze regulatory policies and procedures and prepare ordinance changes to implement proposed changes.
7. Review, design and revise the automated information reporting systems for records of public documents and real estate transactions.  Plan and develop the policies and procedures for access to records information.
8. Monitor all revenue collection, fund deposits and transfers and cash handling procedures.

9. Respond to inquiries from the public in all areas of responsibility.
10. Supervise the granting and denial of various licenses and all related enforcement actions, including preparing and reviewing correspondence and Notice and Orders.
11. Plan and develop an information services plan for the general public and other agencies regarding recording public documents, real estate transactions, and excise tax collection.
12. Oversee, direct and supervise the work of assigned staff including those in off-site locations.
13. Perform other duties as assigned.

Knowledge/Skills (May vary by position)
Knowledge of State and County regulations, laws and procedures in all areas of responsibility
Knowledge of Washington State Department of Licensing computer systems
Knowledge of automated document management and information reporting systems 
Knowledge of administrative and applicable criminal enforcement processes
Knowledge of human resources and management techniques and principles
Knowledge of public information and disclosure laws
Knowledge of budget preparation, monitoring, regulations and policies and procedures
Knowledge of generally accepted accounting principles
Knowledge of document imaging techniques
Knowledge of and skill in customer service techniques and principles

Skill in working with automated document management and information reporting systems

Skill in communication and facilitation
Skill in problem solving, negotiation and analytical thinking
Skill in planning, organization and time management
Skill in prioritizing and performing multiple tasks and projects simultaneously
Skill in building consensus among individuals with conflicting viewpoints
Skill in working with the general public and elected officials

Licensing, Certification and Other 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)

	Service Status
	Career Service

	Levels within same series
	None

	Class History
	Created
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