STATE OF NEBRASKA
CLASS CODE:
S01812

CLASS SPECIFICATION
SALARY GRADE:
337

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

DESCRIPTION:   Under general supervision, performs clerical and clerical accounting functions involved in processing registrations and fuel taxes and provides technical advice to co-workers, 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.)

Examines data on registration and tax applications to verify appropriate documentation, residency, and accuracy of detail.

Edits and receipts sales tax to ensure accuracy and compliance with the law.

Calculates fees due on original and supplemental registrations to ensure proper billing.

Writes or telephones carriers to correct or get complete documentation.

Examines billings generated by the computer to verify their accuracy and the quality of data entry.

Enters mileage and fuel data from the International Fuel Tax Agreement return into the computer to establish a database for tax calculations, reports, and statistical data.

Examines data entered to ensure proper tax calculations.

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

Knowledge of:  agency rules, regulations, policies, and procedures pertinent to motor carrier operations; operational characteristics record keeping requirements of the manual and automated system.

Ability to:  organize work assignments; interpret agency policies and procedures as they relate to the motor carrier operation; make decisions to the selection of the policy or procedure to follow.

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

Knowledge of:  clerical support policies and procedures, data entry screen formats used.

Ability to:  operate assigned computer; identify possible errors contained in source documents; understand and follow oral and written instructions; communicate orally and in writing with agency staff and the public; compile figures involving the use of addition, subtraction, multiplication, division, percentages, fractions; operate calculator and other office machines.

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.)

Experience in processing IRP applications or assessing fuel taxes on trucking companies.

