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Alcohol Beverage Board Inspector


Grade:  4


FLSA: Non-Exempt

Date:
07/21

Job Summary: Inspects local establishments selling liquor; educates and assists establishments in ensuring compliance with the laws and regulations of the state of Maryland regarding the sale of alcoholic beverages; performs other duties as assigned.


Essential Functions:
1. Inspects licensed establishments for compliance with the Maryland laws dealing with the sale of alcoholic beverages;

2. Receives and investigates complaints regarding local establishments; 

3. Serves summons for appearance before the liquor board as required;

4. Submits and files required forms and reports;

5. Performs clerical duties as necessary, including establishing and maintaining proper documentation and records;

6. Performs other duties as assigned.


Required Knowledge, Skills, and Abilities:  

7. Ability to gain thorough knowledge of St. Mary’s County Government policies and procedures;

8. Ability to operate appropriate computer hardware and software, and simple office machines;

9. Thorough knowledge of the laws and regulations regarding the sale of alcohol in St. Mary’s County and the State of Maryland;

10. Ability to effectively communicate with members of the public in a courteous manner;

11. Ability to prepare and maintain required forms and records.


Education and Experience: 
1. High school diploma or G.E.D.;
2. One (1) or more years of related experience;

3. Valid Maryland Driver’s license;

4. Must be 21 years of age or older;

5. Or equivalent technical training, education, and/or experience.

Physical and Environmental Conditions: 

Work requires no unusual demand for physical effort.

Work environment involves high risks with exposure to potentially dangerous situations or unusual environmental stress which requires a range of safety and other precautions, e.g., aggressive human behavior, poor outdoor weather conditions, or similar situations where conditions cannot be controlled.

I certify that this is an accurate statement of the essential functions and responsibilities of this position.
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