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CITY OF CONCORD 

CLASS SPECIFICATION 
 
CLASS TITLE:    LICENSING COORDINATOR   JOB CODE: 1604 
DEPARTMENT:  COMMUNITY DEVELOPMENT    DATE:  9/08 
REPORTS TO:   HEALTH & LICENSING OFFICER  
 
JOB SUMMARY: 
 
Coordinates the issuance, monitoring and enforcement of licenses that include, but are not limited to: 
amusement centers, billiard parlors, bowling alleys, carnivals, special events, street events, junk yards, 
fireworks displays, peddlers and vendors, taxi cab operator and cab, tattoo parlors and establishments, 
charitable solicitation/raffles. 
 
ESSENTIAL JOB FUNCTIONS: 
 
Assists in the development of licensing programs; screens and licenses all events and activities; drafts 
and prepares reports and presentations regarding changes in ordinances pertaining to licensing. 
 
Coordinates with all applicable City, County, State and Federal departments or agencies regarding 
matters of licensing of amusement centers, billiard parlors, bowling alleys, carnivals, special events, 
street events, junk yards, fireworks displays, peddlers and vendors, taxi cab operator and cab, tattoo 
parlors and establishments, charitable solicitation/raffles, and others. 
 
Recommends actions to be taken regarding licensing matters; writes reports; determines applicability of 
statutes, codes, rules, regulations, and ordinances. 
 
Participates in legal actions in response to violations. 
 
Issues licenses required within the Health and Licensing Division, including amusement centers, billiard 
parlors, bowling alleys, carnivals, special events, street events, junk yards, fireworks displays, peddlers 
and vendors, taxi cab operator and cab, tattoo parlors and establishments, charitable solicitation/raffles, 
and others. 
 
Provides staff support to various committees and boards, as assigned. 
 
Performs other related duties as assigned. 
 
MATERIAL AND EQUIPMENT USED: 
 
Camera  Computer    Telephone    
 
MINIMUM QUALIFICATIONS REQUIRED: 
 
Education and Experience: 
 
Bachelor’s degree from a college or technical school in related field; and four or more years of 
progressively responsible experience: or any combination of education, training and experience, which 
provides the knowledge, skills and abilities, required for the job. 
 
Licenses and Certifications: 
 
Valid New Hampshire Driver’s License 
 
Must use personal, inspected, insured and maintained vehicle. 
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KNOWLEDGE, SKILLS, AND ABILITIES: 
 
Knowledge of: 
 
All state, city and federal laws, rules, and regulations and RSAs governing or relating to licensing 
programs and activities. 
 
Record keeping, report preparation, filing methods, and records management techniques. 
 
Correct English usage, including spelling, grammar, punctuation, and vocabulary. 
 
Standard business arithmetic, including percentages and decimals. 
 
Applicable state, federal, and local laws, rules, and regulations. 
 
Computer applications related to the work. 
 
Skill in: 
 
Communicating effectively, both orally and in writing, with a variety of people. 
 
Analyzing and evaluating program plans, policies, and activities. 
 
Developing work plans, goals, and strategies to accomplish work activities. 
 
Making oral presentations before groups of people. 
 
Using tact, discretion, initiative, and independent judgment according to professional principles. 
 
Researching, compiling, and summarizing a variety of informational and statistical data and materials. 
 
Organizing work, setting priorities, meeting critical deadlines, and following up on assignments with a 
minimum of direction. 
 
Using a computer to accurately and rapidly enter and retrieve data and information. 
 
Preparing clear and concise reports, correspondence, and other written materials. 
 
Mental and Physical Abilities to: 
 
Establish and maintain effective working relationships with staff, service providers, advisory boards, 
officials, community leaders, clients, and the general public. 
 
Perform duties while sitting at a desk or table or while intermittently sitting, standing, stooping, walking, 
bending, or crouching. 
 
Working Conditions: 
 
Work is performed in an office, outdoors, and at inspection sites. 
 
The employee may be exposed to noise, dust, dirt, and cold or inclement weather. 
 
 
 
 
 
 
 
 
This class specification should not be interpreted as all inclusive.  It is intended to identify the essential functions and requirements of this job.  Incumbents may be requested to 
perform job-related responsibilities and tasks other than those stated in this specification.  Any essential function or requirement of this class will be evaluated as necessary 
should an incumbent/applicant be unable to perform the function or requirement due to a disability as defined by the Americans with Disabilities Act (ADA).  Reasonable 
accommodation for the specific disability will be made for the incumbent/applicant when possible. 


