
DIFP
Department of Insurance, Financial 
Institutions & Professional Registration

Processing Technician II
Professional Registration, State Board of 
Cosmetology and Barber Examiners 
Located in Jeff erson City, Missouri 

Starting Salary: $25,824 - $27,084

Full-Time Position 

Open opportunity for an individual with knowledge of 
the statutes and regulations relating to licensing, pre-
licensing, registration requirements; knowledge of the 
principles, practices and terminology of the Cosmetology 
and Barber professions; knowledge of principles and 
techniques of eff ective administration and organization; 
and knowledge of basic computer applications and 
terminology. 

Screening to begin on June 13, 2016

Position Details
Th is position is responsible for reviewing documentation 
submitted by new applications to determine eligibility 
and compliance with applicable pre-licensing;  identifying 
errors with applications and fees and corresponds with 
applicants regarding solution; responding to written and 
telephone inquiries; and maintaining fi les of applications, 
supporting documentation and related correspondence 
and prepares these documents for board review. Successful 
candidate must be able to make routine decisions in 
accordance with established laws and regulations, establish 
priorities and deadlines, operate a personal computer with 
speed and accuracy, and communicate eff ectively. 

Qualifi cations
• One or more years of experience as a Processing 

Technician I;  OR 
• Th ree or more years of experience in processing 

claims or licensure applications or reviewing legal 
documentation; AND possession of a high school 
diploma or GED certifi cate.  

(Earned credit hours from an accredited college or university in the areas of business or 
public adminisitration may substitute on a year-for-year basis for the required experience.) 

Interested in Applying?
Send a copy of your cover letter, resume and three 
professional references to: 

Missouri Division of Professional Registration
Attn: Leanne Lorts

P.O. Box 1335
Jeff erson City, MO 65102

Fax: 573-751-0878
Email: leanne.lorts@pr.mo.gov

difp.mo.gov/jobs

CAREER OPPORTUNITY

EOE: F/M/V/D

Why DIFP?
Work that matters

Utilizes cutting-edge technology 

3 weeks of paid vacation

3 weeks of paid sick leave

Aff ordable health insurance with wellness 
incentives

Retirement plan

Tuition reimbursement

Training and continuing education provided to 
employees


