O ass Code: K66

Cty of Anaheim Classification
Class Specification LI CENSI NG SUPERVI SOR
DEFI NI TI ON:

Under mininmal supervision, to plan, organize, assign, supervise and participate fully in
the work of assigned staff; to ensure collected nonies are recorded on the Gty's
general |edger and ancillary systens; and to performthe nore difficult functions of the
unit.

EXAVMPLES OF ESSENTI AL JOB FUNCTI ONS:

Supervi ses the work of clerical/accounting enpl oyees assigned to the Business License

Di vi sion; schedul es, assigns and participates in the work of subordi nates; devel ops
standards of perfornmance for each position supervised; conducts perfornmance eval uations;
recommends and i npl enents discipline of subordi nate enpl oyees.

Expl ai ns policies, procedures and objectives of the unit to staff by witten direction
and by oral conmunication; devel ops work procedures and forns; trains enpl oyees on
policies and procedures affecting the unit.

Reconciles daily and nonth-end financial transactions fromsource docunents to the
general |edger and ancillary sub-systens.

Generates correspondence to the Gty Attorney requesting review of deni ed Regul atory
Permts.

| ndependent |y prepares various correspondence usi ng good judgenent and discretion
Ensures accurate processing of all business and other |icenses by renmining current on
Cty Odinances and other city, state and nunicipal codes and regul ations affecting the
process; advises staff of applicable changes.

Handl es the nost difficult/irate callers or visitors to resolve issues related to
busi ness and ot her |icensing issues.

Participates in the daily work activities of the office as required due to work | oad
i ssues.

Using a conputer term nal and associated software, conpiles and prepares various
statistical reports related to business |license, regulatory permts and bi ngo
activities.

Participates in the division budget by preparing projections and verifying expenses to
all ot nents; conpletes data collection and research as requested by the Treasury Manager

Processes the biweekly payroll for the unit.

Keeps Code Enforcenent inforned of businesses in violation of the Business License
O di nance.

Perforns other job-related duties as required

M NI MUM REQUI REMENTS:

Experience in: Responsible, journey-level experience performng clerical and accounting
work to include the processing of business and other related |Iicenses.

Know edge of: City Ordinances and other city, state and nunicipal codes and regul ations
affecting the processing of business and other related |icenses; business nath; nodern
of fi ce equi pnent and procedures; personal conputer and/or CRT; clerical accounting

net hods; financial auditing procedures; principles of supervision and training; budget
princi pl es.
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Ability to: Plan, schedule, nake work assignnents, set priorities for, train, evaluate
sel ect and recommend di sci pline of subordinates; establish effective and efficient
office procedures and record keeping systens; operate a calculator with speed and
accuracy; efficiently use a personal conputer and related software; nmintain accurate
accounting records; read, understand and apply noderately difficult nmaterials; develop
and apply various operating procedures; work independently and use good judgenent and
discretion in resolving issues related to the daily supervision and operation of the
Busi ness License activities; remain current on all applicable city ordi nances and ot her
city, state and munici pal codes and regul ati ons affecting the Business License Unit;
wite |legibly; comrunicate effectively both orally and in witing; establish and

mai ntain effective relationships with those contacted in the course of work.

Li cense and/or Certification Required: None

Physi cal Requirenents: None

Supervi si on Received: Wrks under general direction of the Treasury Manager. Wrk in
progress and conpleted work is reviewed periodically.

Supervi si on Exerci sed: Makes assignnents, sets priorities for, trains and reviews the
wor k of Accounting Technician, Licensing Specialists and other assigned clerical staff.
Conducts perfornmance eval uati ons and reconmends and i npl enents disciplinary action

FLSA Desi gnati on: Executive Exenpt

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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