V60110 - MOTOR VEHICLE DRIVERS EXAMINER ASSISTANT DISTRICT SUPERVISOR (continued)


STATE OF NEBRASKA
CLASS CODE:
V60110

CLASS SPECIFICATION
SALARY GRADE:
12
EST: 07/00 - REV: 07/06
OVERTIME STATUS:          N
MOTOR VEHICLE DRIVERS EXAMINER ASSISTANT DISTRICT SUPERVISOR

DESCRIPTION:  Responsible assisting supervisor with the activities of a drivers license examination district.  Receives supervision from District Supervisor, follows policies and procedures as set forth in Driver License Examining Manual and State Statutes; 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.)

Assists in the supervision and preparation of work schedules for drivers license examiners and staff assistants within a specific geographical area.

Inspects examining station facilities including all testing equipment and operation procedures.

Makes recommendations to District Supervisor concerning new policies and procedures or the revision of existing ones.

Assists with and may conduct in District Supervisor’s absence special examinations for restricted licenses.

May be asked to promote traffic safety by speaking to groups and working closely with local schools and community organizations.

May assist with conducting interviews of potential employees and makes hiring decisions.

Maintains working supply inventory within assigned area of district.

Conducts monthly staff meetings providing policy/procedure updates.

Investigates/responds to internal and external complains.

Oversees daily field operations and supervises employees in assigned area to the extent of training coordination, and assistant supervisor in complaint resolution, performance evaluations and daily scheduling.

May conduct third party CDL tester audits as well as performing other needed duties in absence of District Supervisor.

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

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

Knowledge of:  Statutes, state motor vehicle laws and other rules and regulations, and safe driving practices and procedures; department rules and regulations.

Ability to:  establish and maintain effective and cooperative working relationships with local officials, other state agencies, fellow employees and the public; plan, assign and supervise the work of others.

Skill in:  communicating effectively.

Data entry skill of 5000 WPH with a 95% accuracy within 6 months after hiring.

JOB PREPARATION GUIDELINES:  (Entry knowledge, skills and/or abilities 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 plus two years experience as a Drivers License Examiner and possession of a valid Nebraska Drivers License.  Previous supervisory/management experience desirable.
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