STATE OF NEBRASKA
CLASS CODE:
S01811

CLASS SPECIFICATION
SALARY GRADE:
336

EST:
12/97 - REV:
00/00
OVERTIME STATUS:
N
MOTOR CARRIER CLERK I

DESCRIPTION:   Under general supervision, performs clerical and data entry functions required to process International Registration Plan applications (IRP) International Fuel Tax Agreement (IFTA) returns, performs related work as required.

EXAMPLES OF WORK:   (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Enters the data on the IRP renewal applications and supplements into the computer to generate billings and reports.

Enters data from the Conditional Safety Permits into computer to generate permits.

Enters control information into computer to validate IFTA returns, payments and correspondence.

Enters mileage and fuel data from the IFTA return into the computer to establish a database for text calculations, reports, and statistical data.

Examines data entered to ensure proper tax calculations.

Examines IRP renewal applications to verify their accuracy.

Answers telephone and wire requests for registration and enters the information into the computer database to create a record and produce a temporary registration.

Packages and mails IRP applications and instructions to carriers.

Opens, sorts, and routes/delivers mail to ensure proper distribution, storage, or further processing.

FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of:  clerical support policies and procedures for processing IRP applications and IFTA returns; data entry screen formats used.

Ability to:  operate assigned data entry machines; identify possible errors contained in service documents.

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance and/or other evaluations.)

Knowledge of:  data entry techniques and procedures.

Ability to:  communicate orally and in writing with agency supervisors and co-workers, other government officials, and the public to exchange information; understand and apply oral and written instructions; identify similarities and differences between two or more sets of data; total figures involving the use of addition and subtraction; operate office machines; operate data entry key boards.

MOTOR CARRIER CLERK I (continued)
JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Any coursework, training and/or experience that will enable an applicant to acquire or demonstrate the entry knowledges, abilities, and skills.

