STATE OF NEBRASKA
CLASS CODE:
S01720

CLASS SPECIFICATION
SALARY GRADE:
337

EST:  08/97 - REV:  07/99
OVERTIME STATUS:
N
STATE PATROL CARRIER ENFORCEMENT RECORDS TECHNICIAN

DESCRIPTION:  Under general supervision, processes State Patrol Carrier Enforcement inspection and safety records to support Federal and State Motor Carrier Safety programs; 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.)

Processes Carrier Enforcement inspection data using computer software programs; queries various databases; verifies the accuracy of the coding and resolves errors; and uploads data to the federal government.

Downloads information and/or queries databases to compile statistics and run reports for State Patrol management.

Enters and processes citations for carrier enforcement districts as required.

Sorts incoming and assembles outgoing mail for the division.

Performs clerical support duties such as typing letters, faxing information, photocopying information, and greeting walk-in customers on an as-needed basis.

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

Knowledge of:  computer software programs and hardware used by State Patrol Carrier Enforcement; agency policies and procedures; filing, coding, entry procedures.

Ability to:  operate computer hardware and software used in performance of duties; communicate effectively; establish effective working relationships.

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

Knowledge of:  the practices and procedures pertinent to office support operations; methods of filing, record keeping, and mailing.

Ability to:  organize personal work assignments; determine a course of action for correcting any inaccurate or incomplete documents or records.

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 combination of training and/or experience that will enable the incumbent to possess the required knowledge, skills, and abilities.  A general qualification guideline for positions in this class is a high school education or the equivalent AND education or experience in support/clerical functions.

