Pennsylvania Gaming Control Board

VACANCY ANNOUNCEMENT

“AN EQUAL OPPORTUNITY EMPLOYER”

POSTING DATE: 06/18/2024 CLOSING DATE: 6/30/24

CLASS TITLE: Licensing Analyst - POSITION #:
Employee Permitting Unit,
Bureau of Licensing

LOCATION: Commonwealth Tower 5" Floor
Strawberry Square
Harrisburg, PA 17101

TYPE OF SERVICE: Non-Civil Service

UNION COVERAGE: AFSCME

WORK HOURS: 8:30 - 5:00 PAY SCALE GROUP 5

(Telework Options Available Salary begins at $44,010 (Non-Negotiable, Pay

Within the Commonwealth of PA Only) Rules Apply to Existing Commonwealth
Employees)

JOB DUTIES:

The Licensing Analyst ensures the appropriate licensure, permitting, registration, or certification of
business entities and individuals as required under the Pennsylvania Race Horse Development and
Gaming Act and related regulations.

Supervision is received from either a Licensing Manager or the Director of Licensing.

EXAMPLES OF WORK: (NOTE: The examples of work are representative of the work, but every
position classification to this job may not perform all examples of work listed. Conversely, this is not
an all-inclusive list of work examples.):

Initiates routine correspondence, performs data entry on applicants.

Provides recommendations in connection with the development and improvement of new and existing
data processing systems to enhance the integrity of the licensing process or to improve the efficiency

of related activities.

Accepts and processes applications for operators, manufacturers, suppliers, vendors, junket
enterprises, key employees, permittee and registrants and related revenue.

Prepares correspondence, reports, charts, and other documents in connection with licensing,
permitting, registration, and certification responsibilities.

Communicates with applicant to ensure timely receipt of required information.



Updates databases to ensure accurate information is being tracked regarding the applicant, licensee,
and affiliates.

Upon receipt of Board authorization, prepares and issues initial and renewed licenses, permits,
registrations, and certifications.

Provides regular updates to Bureau managers on the status of applications and licenses and any
other outstanding issues requiring supervisory action.

Performs other related duties.

MINIMUM EXPERIENCE AND TRAINING:

A bachelor’s degree in a discipline appropriate to the position from an accredited college or university;
OR

An associate’s degree in a closely related field from an accredited college and two years of additional
experience from a government agency or a large business;

OR
An equivalent combination of experience and training.
BASIC ESSENTIAL JOB FUNCTIONS:

Ability to operate a personal computer, telephone, copy machine, fax machine, and other similar office
equipment.

Ability to communicate verbally and in writing in the English language.
Ability to follow verbal and written instructions.
Ability to interpret and apply policies and procedure.

The duties for this position will be mostly performed in a typical office environment. However,
occasional travel may be required.

HOW TO APPLY: Qualified applicants must submit a completed PGCB employment application
along with a resume to Joseph Bott at pgcbjobapplicant@pa.gov by the closing date of this posting. A
copy of this application is available on the PGCB website at http://gamingcontrolboard.pa.gov/?p=30
Selected applicants will then be contacted and an interview will be arranged.

NOTE: Employment is contingent upon the completion of a Personal History Questionnaire with a
thorough background investigation, including drug screening and the subsequent review and approval

by the Board.

A brief description of the duties is included under the JOB DUTIES section listed above. Also
included are the position's essential job functions as required by the Americans With
Disabilities Act (ADA).

IF YOU NEED AN ACCOMMODATION DUE TO A DISABILITY WHEN INTERVIEWING
FOR THIS POSITION, PLEASE ADVISE THE PERSON WHO CONTACTS YOU FOR THE
INTERVIEW.


mailto:pgcbjobapplicant@pa.gov
http://gamingcontrolboard.pa.gov/?p=30

CONTACT PERSON: PGCB Human Resource Office
ADDRESS: 303 Walnut Street
Harrisburg, PA 17101

TELEPHONE: (717) 346-8300 E-MAIL: jbott@pa.gov



mailto:jbott@pa.gov

