C ass Code: K70

Gty of Anaheim Cl assification:
Cl ass Specification LI CENSI NG SPECI ALI ST
DEFI NI TI ON:

Under minimal supervision to performhighly conplex clerical duties in support of the
Busi ness License Division

EXAMPLES OF DUTI ES - Dependi ng upon areas of assignment, responsibilities and duties may
include, but are not limted to, the foll ow ng:

Ensures all business license applications are accurate and conpl ete; ensures al
pertinent questions are asked of each applicant to avoid issuing incorrect or illega
busi ness i censes.

Remai ns current on all Cty Odinances, and other city, state and municipal codes, |aws,
rules and regul ati ons affecting Business Licenses.

Answers detail ed questions regarding the Gty's Business License Program

Col | ects and processes for Collections, all fees associated w th Business License
i ssuance and renewal .

On a daily basis and within stringent tine franes, bal ances |icense and TOT (Transient
Cccupancy Tax) to daily cash receipts; sends to Collections for processing

On a daily basis, after Collections has validated receipts, balances tax, penalties and
interest to separate accounts; verifies entries nade by Collections; notifies the
Col | ecti ons Supervi sor of any corrections required

Once per nmonth, verifies Transient Qccupancy Tax figures; sends billings to
establishments if nonies due the city; naintains conplete and accurate files to support

the billing process.

On a nonthly basis, prepares a report of unpaid Transient CQccupancy Taxes for the Audit
Di vi si on and Code Enforcenent; ensures conputer generated notice is sent to business

Processes and issues all dog licenses/pernits for the Gty; answers questions regarding
process and associ ated ordi nances and/or | aws.

Verifies accuracy of information on licenses; inputs information into mainframe using a
CRT termnal

Enters statistical information into a conputer termnal; nmanipul ates data and prepares
reports for departnent use

Answers a hi gh vol ume of phone calls and works the front counter, responding to
difficult and sensitive situations; deals diplomatically with irate customers

Operates a wide variety of office equipnent including a conputer termnal; CRT,
typewiter, FAX, xerox, calculator and inserting machine

M N MUM REQUI REMENTS

Experience in: Perfornming journey-level performing clerical work including heavy public
contact and clerical accounting functions.
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Know edge of: Mbdern office procedures; English usage; business math; standard clerical
accounting office equi pment; clerical accounting record keepi ng net hods; personal

conmput ers and/ or CRT.

Ability to: Accurately process business and other |icenses; accurately bal ance
receipts; learn Gty Odinances associated with Business License issuance; maintain
accurate records; operate a typewiter and/or conputer term nal accurately, using

associ ated software; wite |egibly; understand pertinent procedures and functions

qui ckly using good judgenent; interpret and apply procedures to a variety of
circunstances w thout immedi ate supervision; deal professionally and diplomatically with
a wide variety of individuals; take decisive action; establish and nmaintain effective
rel ationships with those contacted in the course of work

Supervi si on Recei ved: Wrks under technical supervision. Wrk in progress and
conpl eted work is periodically reviewed.

Career Ladder Information: Experience gained in this classification nay serve to neet
pronmotion to Col |l ections Specialist, Licensing Supervisor or a related classification

NOTE: The above statenents are intended to describe the general nature and | evel of work
bei ng perforned by persons assigned to this job. They are not intended to be an
exhaustive list of all duties, responsibilities and skills required of personnel so
classified. Al requirements are subject to possible nodification to reasonably
accommodate individuals with disabilities.
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