POSITION DESCRIPTION

LICENSURE ANALYST

WEST VIRGINIA BOARD OF OSTEOPATHIC MEDICINE

Position Summary:

The Licensure Analyst is a person trained in licensing and/or credentialing of

healthcare practitioners.  She/He is directly responsible for receiving, reviewing 

and processing licensure applications according to the requirements established 
in WV Code and Legislative Rules of the West Virginia Board of Osteopathic

Medicine.

Duties:

A)
As all applications are electronically filed through the Board’s website,



the Licensure Analyst is responsible for checking the Administrative



portion of the database for all online applications for licensure and



renewals.


B)
Processes all applications according to WV Code and rules and regulations



of the WV Board of Osteopathic Medicine.


C)
Update the Executive Director on status of applications.


D)
Assist in the processing of license renewals according to WV Code and 


rules and regulations of the WV Board of Osteopathic Medicine.


E)
Update the Executive Director on status of renewal applications. 


F)
Other duties as assigned by the Executive Director
Qualifications:

A)
High School Education or Higher


B)
Experience in credentialing or professional licensing

Salary:


Commensurate with experience
