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Job Classification Information 
Job Title: Licensing Specialist (Administrative Support III)  
Desired Salary: $33,456.00 - $35,743.34 

 
 
Nonbank Division –Licensing Specialist  
 
About Us 
 
The Mississippi Department of Banking and Consumer Finance (DBCF) regulates, supervises 
and safeguards financial institutions chartered and licensed in Mississippi. With a vision of 
excellence in financial supervision, DBCF conducts examinations of all state-chartered banks, 
thrifts, credit unions, independent trust companies, mortgage lenders, small loan companies, 
insurance premium finance companies, motor vehicle sales companies, pawn brokers, title 
pledge lenders, consumer loan brokers, check cashers (payday lenders), money transmitters, 
credit availability companies, and debt management service providers. DBCF's examinations 
ensure these industries are in compliance with Mississippi's laws designed to protect its citizens. 
DBCF also participates in programs to educate Mississippi's consumers on financial literacy and 
provides a consumer complaint resolution process. 
 
DBCF is currently seeking a Licensing Specialist to join our Nonbank Division. 
 
Why Work for DBCF? 
 
The State of Mississippi offers a comprehensive benefits package to every employee, which is 
detailed on our Careers page. In addition to this benefits package, DBCF also offers: 
 

• Competitive salaries with a defined career ladder that outlines potential benchmarks, 
promotions, and raises 

• Annual paid training and certification opportunities.  

• Travel opportunities, including out-of-state travel, with reimbursement of most meals, 
mileage, and lodging expenses. 

 
DBCF offers a challenging work environment, a career development program, and the 
opportunity to promote the safety and soundness of financial institutions chartered in the state of 
Mississippi. 
 
 

https://dbcf.ms.gov/careers/
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Job Description 
 
This is a third level in vocational Administrative Support work. This position performs a variety 
of clerical, printing, and mail-related tasks in support of a work unit. Employees at this level are 
required to have knowledge of the procedures and processes applicable to the performance of 
their work and to organize their work on a daily or weekly basis, exercising independence and 
judgment greater than that of lower-level positions. May provide work direction to lower-level 
positions. 
 
Key Duties and Responsibilities 
 

• Function at an intermediate knowledge level in the Nationwide Multi-state Licensing 
System (NMLS). 

• Demonstrate a comprehensive understanding of state statutes and have the 
proficiency to assess the approvability of applications within the assigned industry or 
industries. 

• Process and review advance change notices; ensuring that the Advance Change 
Notices (ACN) meet state license requirements. 

• Manage email and phone inquiries regarding license items; deficiencies; and inquiries 
regarding state statutes as they relate to licensing requirements; and NMLS. 

• Decision-making in executing the timing of a pending application withdrawal. 
• Annual license renewal processing 
• Identify and escalate approved applications in violation for thorough legal review to 

ensure compliance and mitigate potential risks. 
• Proactively support the filing of complaints against licensees, prompting a thorough 

legal review process to maintain and uphold standards and integrity. 
 

 
Minimum Job Requirements 
 

• Proficient Computer Skills 
• High School Diploma or equivalent.  
• 2 to 4 years of administrative support experience.  
• Knowledge of Microsoft office 365 such as Word and Excel. 
• Excellent multitasking, attention to detail, and communication skills.  
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Working Conditions and Requirements 
 

• Candidate must currently reside in Jackson, MS metro area. 

• Candidate must undergo a criminal background and credit report check. 

• An in-person interview is required to be considered for this position. 
 


