FLSA status: Non-exempt

MOTOR VEHICLE CLERK

NATURE OF WORK
Performs skilled clerical work assisting the public with various transactions to register vehicles, obtain licenses, and obtain stickers and plates.

EXAMPLES OF WORK
· Provides customer assistance in registering and transferring motor vehicles, boats, snowmobiles, and trailers.
· Calculates fees for various transactions.
· Enters transaction information into computer by code.
· Sells license plates and stickers and issues licenses.
· Enters information daily into computer and prepares reports of transactions, stickers and plates used, and fees collected.
· Conducts monthly and annual inventories.
· Provides information and referrals to the public.
· Responds to complaints and/or refers as appropriate.
· Prepares deposits of state and local fees; brings to bank for deposit. Maintain a daily deposit and transaction ledger for all activities.
· Maintains an inventory of forms and other supplies.
· Document driver’s license and permit transaction on appropriate batch control sheets. Input driver’s license information into computer and prepare report and cash receipt.
· Ensure all equipment is in working order.

EDUCATION AND EXPERIENCE
High school or equivalent education. Minimum one year of general clerical experience including typing and data entry on computer, recordkeeping, filing and direct public contact. Ability to operate modern office equipment.

KNOWLEDGE, SKILLS AND ABILITIES
· Considerable knowledge of State Division of Motor Vehicles procedures.
· Considerable knowledge of State coding system for transactions.
· Working skill in typing and entering data with speed and accuracy.
· Considerable ability to perform mathematical calculations
· Considerable ability to review forms and documentation and ensure all procedures are followed and information is correct.
· Considerable ability to communicate effectively and courteously with the public.
· Working ability to prepare reports.
· Working ability to analyze options available to the public in completing a transaction where normal procedure is not possible.
· Must be fluent in English.

ACCOUNTABILITIES AND CONDITIONS
Reports to:	Deputy Registrar/Motor Vehicle License Manager Special Conditions:	Eligible to be bonded
