BOARD OF NURSE EXAMINERS FOR THE STATE OF TEXAS

Position Description						                                 January 2020


I.	TITLE:    License and Permit Specialist II (0171) (B14)

[bookmark: _GoBack]II.	DEFINITION:	Provides moderately complex technical and administrative assistance to the Program Supervisor IV.  Performs a variety of technical-administrative duties and is responsible for Licensing activities.

III.	QUALIFICATIONS:
	A.	Personal
1.  High degree of personal integrity and is self-reliant and uses independent judgement
2. Motivates to accomplish assigned tasks efficiently and effectively
3. Highly organized and able to prioritize
4. Communicates respectfully and effectively with co-workers and public
5. Neat in appearance and punctual
6. Maintains customer service attitude
7. Flexible and able to adjust to change
	B.	Education
Graduation from a standard senior high school or equivalent. Two years of college preferred.
	C.	Knowledge, Skills and Abilities
		1.   Knowledge of departmental organization
		2.   Knowledge of appropriate office techniques, equipment, and procedures
		3.  A minimum of four years of experience with personal computers and word 
      processing software              
		4.  Ability to establish and maintain effective working relationships with supervisor 
		     and other agency personnel	

IV.	WORK SUPERVISED BY:   Program Supervisor IV

V.	FUNCTIONS:

A.    Licensing
1. Will process nurse renewal, endorsement and examination applications.
2. Will process continuing education audits.	
3. Serves as backup to licensing staff when vacancies occur, in emergencies and as 
	other needs arise.
4. Serves as resource to agency staff regarding licensing issues.


5. Serve as licensing troubleshooter.
6. Maintains and supports open communication to promote teamwork in 
	accomplishing department functions.


		

	B.	Supports smooth functioning and operations of department
		1. 	Maintains records according to Records Retention Schedule.
2. 	Assists other members in Operations Team to accomplish department’s functions and activities, e.g. Department meetings, phone relief, etc.
3. 	Assures work requirements are completed within time limits established; anticipates delays in completion date and makes alternative plan and/or notifies supervisor.
		4.	Represents Licensing Department on agency committees as assigned.
5. 	Prepares special reports regarding licensing information and trends.
6.	Understands and clearly interprets policies and procedures regarding the licensing requirements and processes to other staff and public.
	C.	Provides administrative services as needed.
1. 	Provides clear and understandable written and email correspondence in a timely manner to requests for information regarding agency and department issues.
2. 	Performs complex typing of written materials, including forms, tables, records.
3. 	Responds respectfully and effectively to department callers and walk-ins to agency in a timely manner.
		4.	Files records, forms, and other department materials in organized and readily
		accessible manner.
5.    Performs other work related duties assigned.


VI.	CONDITIONS OF EMPLOYMENT
		Refer to human resource manual
		This position is not exempt from the Fair Labor Standards Act

