STATE OF NEBRASKA
CLASS CODE:
G25310

CLASS SPECIFICATION
SALARY GRADE:
15

EST: 11/79 - REV: 10/97
OVERTIME STATUS:
E
INSURANCE LICENSING ADMINISTRATOR

DESCRIPTION:  This is administrative and supervisory work in the examination and licensing of insurance agents, brokers and consultants.  Incumbents in this class work independently with problems referred to the Director or the Legal Division. Guidelines include Nebraska State Statutes and Department of Insurance Rules and Regulations; performs related work as required.
EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Supervises the licensing function by coordinating the administration of the examinations, scoring and issuing of licenses.

Composes correspondence and answers questions related to insurance agents licensing laws.

Supervises the maintenance of required records both filed and computer data.

Implements all revisions to laws or procedures within the licensing section.

Notifies legal division of agent improprieties and testifies as to records at agent hearings.

Administers the annual issuance of licenses and collection of related fees.

Monitors insurance company admissions process.

Administers continuing education requirements for life and health insurance agents.

FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Knowledge of:  licensing laws and departmental procedures; computer formats; insurance lines; continuing education requirements for life and health insurance agents.

Ability to:  plan, assign, train and review subordinates; communicate effectively, orally and in writing; interpret and apply insurance laws and department rules and regulations.

Skill in:  interpreting laws and communicating with the public, applicants, agents and companies.

JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Any combination of training and/or experience that will enable the incumbent to possess the required knowledge, skills and abilities.  A general qualification guideline for this is a high school education or equivalent plus five years of experience in management or supervision or a Bachelor's degree in business administration or related field plus three years of management or supervisory experience.

