STATE OF NEBRASKA
CLASS CODE:
S01813

CLASS SPECIFICATION
SALARY GRADE:
338

EST:
11/97 - REV:
00/00
OVERTIME STATUS:
N
MOTOR CARRIER CLERK III

DESCRIPTION:   Under limited supervision, performs clerical and clerical accounting functions involved in processing registrations and/or fuel taxes and provides technical advice and work guidance to other clerical staff as a lead worker, 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.)

Schedules, distributes, and guides the work activities of co-workers, in accordance with established work flow/assignment requirements, to assist supervisory staff in the timely accomplishment of the assigned work.

Monitors and reports on the work performance of co-workers to determine overall conformity with established timetables and quality standards and to document and communicate employee production levels and training needs.

Trains co-workers, as directed, in specific task and job practices and procedures of office support/clerical work improve and maintain the performance levels of these employees.

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

Calculates fees due on registrations to ensure proper billing.

Writes or telephones companies to correct or get complete documentation.

Enters the data on the International Registration Plan (IRP) application into the computer to have a record and generate billings and reports.

Answers the telephone to answer questions addressed to the Motor Carriers Services Division.

Answers staff’s questions to ensure proper processing of the International Registration Plan applications and International Fuel Tax Agreement (IFTA) returns.

Examines computer generated billings to verify their accuracy.

Enters control information into the database to validate the IFTA returns and payments.

Examines IFTA entries to ensure proper tax calculations.

Researches IFTA abatement of penalty request to ensure proper processing.

Balances accounts and deposits receipts with the treasurers office to complete the process.

MOTOR CARRIER CLERK III  (continued)

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

Knowledge of:  the organizational structure, purpose and activities of the agency, the agencies policies and procedures as they related to the IRP and IFTA.

Ability to:  organize personal and other’s work assignments; interpret agency policies and guidelines pertinent to IRP and IFTA; instruct other staff on IRP and IFTA policies and procedures; make decisions pertinent to the selection of the policy and 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:  processing applications and tax returns.

Ability to:  communicate orally and in writing to agency staff and the public; compile figures involving the use of addition, subtraction, multiplication, division, percentages, and fractions; enter data into databases; operate a calculator, the AS/400 computer, and other office machines; understand and carryout oral and written instructions; greet and assist the public and leave a favorable impression.

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.

