
Mississippi Board of Licensure for Professional Engineers & Surveyors 
Licensure Investigator 1 job description and duties 

Licensure Investigator I job description: 

This position will serve as a second level Licensure Investigator accountable for administering and 
monitoring parts or components of the Licensure investigative division.  Successful candidates in this role 
should have a working knowledge of the legal profession and / or a background as a paralegal. 

Position job duties: 

 Become knowledgeable of the statues, rules, and regulations governing the practice of 
engineering and surveying in the state. 

 Perform background checks, as needed,  and other research of applicants and / or licensees 
where criminal conviction is identified. 

 Work with the agency legal counsel in the preparation of  disciplinary complaints, consent orders, 
and aƯidavits.  Complete all follow-up with regards to these items. 

 Conduct continuing education compliance audits annually and/or biennially.  
 Conducts investigations by phone, correspondence, email, or in person; gathers and organizes 

supporting documentation, communicates with Board members, attorneys, licensees, and other 
investigators. 

 Research legal or disciplinary issues on the internet, in public records, and by interviewing 
individuals and summarizing their findings for the case file.  Helps to establish precedence among 
cases. 

 Organizes and maintains the Board’s legal and disciplinary records, documents receipt of fines 
and compliance with other penalties. 

 Maintains the Board's ongoing List of Disciplinary Cases and keeps the Exec. Director and Board 
Attorney advised on the status of all cases.  

 Prepares Board disciplinary complaints, consent orders, and aƯidavits.  Ability to review, 
understand and interpret applicable rules and regulations as they apply to disciplinary actions. 

 Gathers, compiles, and maintains the digital inventory of disciplinary information pertaining to 
applicants and licensees from other state boards and other law enforcement agencies. 

 Communicates investigative, legal, or disciplinary issues by phone, fax, or email to applicants, 
licensees, and other inquirers.  

 Updates the National Counsel of Examiners for Engineering and Surveying (NCEES) database with 
disciplinary actions taken by the Board. 

 Attends the NCEES Zone and Annual meetings or other training events as directed by the 
Executive Director.   

 Assist the Licensure Investigation team Lead with internal data management of applicable agency 
information 

 Other duties as assigned by the Executive Director and /or Licensure investigation Team Lead 
 
 


