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Chiropractic Physicians’ Board of Nevada  

The practice of chiropractic is hereby declared to be a learned profession, affecting public safety and welfare 
and charged with the public interest and therefore subject to protection and regulation by the state.

The practice of chiropractic is hereby declared to be a learned profession, affecting public safety and welfare 
and charged with the public interest and therefore subject to protection and regulation by the state.

Goals:
• Protect public health, safety, and welfare
• Ensure qualified and competent chiropractic practitioners
• Promote ethical and professional standards
• Maintain public trust in chiropractic regulation
• Administer licensing and regulatory processes fairly and efficiently

Responsibilities:
• Licensing and Renewal:
Review and process applications for initial licensure and renewal; verify education,
examination, and eligibility requirements; and maintain accurate licensing records.
• Regulatory Oversight:
Adopt and enforce regulations governing chiropractic practice; interpret statutes and
rules; and provide regulatory guidance as needed.
• Complaint Review and Discipline:
Receive, review, and investigate complaints; address violations of law or professional
standards; and impose disciplinary action when warranted, consistent with due
process.
• Public and Licensee Information:
Provide information regarding licensure status, regulatory requirements, and
complaint processes.
• Coordination and Transparence:
Work with other state agencies and stakeholders to ensure consistent, transparent,
and accountable

NA



CANDIDATE 

QUALIFICATIONS:

SALARY:

LOCATION:
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Key Characteristics
• Highly organized with exceptional attention to detail
• Able to interpret and apply laws, regulations, and procedures consistently
• Strong written and verbal communication skills, with the ability to explain complex requirements clearly
• Professional, calm, and respectful when interacting with the public, including in challenging situations
• Demonstrates integrity, confidentiality, and impartiality
• Comfortable managing high-volume workloads and competing deadlines

Professional Strengths
• Experience reviewing applications, verifying credentials, and identifying deficiencies
• Ability to analyze documentation and determine compliance with licensing requirements
• Skilled in maintaining accurate records and using licensing or case management systems
• Effective at prioritizing tasks while meeting established timelines
• Works independently while also collaborating effectively with supervisors, board members, and other
agencies

• General office duties that include receiving, screening and directing telephone calls, faxing,
copying, processing mail, filing, and dealing with the public and profession at the front counter;
respond to telephone requests for filing complaints, license verifications, requests for applications
and other forms;
• Order office supplies, maintain postage meter and copier, monitor and ensure all equipment is
functional and arrange for service or repair when necessary;
• Assist with preparation and mailing of Board publications;
• Schedule examinations;
• Serve as liaison with Thentia (licensee database) as needed for maintenance and updating of
licensure system and the agency website; update and maintain agency forms and post on website;
• Review and process applications for licensure and certification to ensure accuracy of information
and input applicant data into licensure database (Thentia);
• Communicate with applicants through the completion of licensure/certification process;
• Print new license/certificates and mail to successful candidates;
• Prepare and mail license/certificate renewal applications; review and process renewal
applications; print and email renewal certificates;
• Process continuing education applications for CE Committee review and issue approval/denial
letters and maintain list of approved CE seminars on the Boards’ website; input individual CE
certificates into licensure system;
• Perform other duties as deemed necessary and appropriate by the Executive Director or as
required by statute or regulation.

Ability to attain working knowledge of all applicable Nevada Revised Statutes and Nevada
Administrative Codes relating to chiropractic and the activities of the Chiropractic Physicians’
Board; administrative support functions; recordkeeping techniques; telephone etiquette;
organization of clerical assignments and establishment of appropriate timelines; effective
communication both oral and in writing, including good working relationships with licensees
and the general public; standard office procedures, practices and methods; experience using
word and excel software; data entry techniques; confidentiality rules and protocols.

• Regulatory Technical
Competencies
• Analytical and Detail
Oriented
• Communication and
Customer Service
• Bookkeeping Skills
• Technology and System
Skills

The pay range is $15-$25/hour

4600 Kietzke Lane, Suite M245, Reno, NV
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Julie Strandberg, Executive Director
SUBJECT LINE: Licensing Specialist

chirobd@chirobd.nv.gov
775-688-1923


