STATE OF NEBRASKA
CLASS CODE:
S02511

CLASS SPECIFICATION
SALARY GRADE:
335

EST:
05/97 - REV:
00/00
OVERTIME STATUS:
N
VITAL STATISTICS CLERK

DESCRIPTION:   Under general supervision, greets and provides customer service to the public; follows established procedures performing a variety of clerical tasks to create, maintain and process vital statistics records and requests for certificates of birth, death, and marriage dissolution, and adoption; and provides supportive services requiring extensive and on-going public contact with departmental clients and staff; 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.)

Opens, reviews, sorts, prioritizes and processes mail to ensure proper distribution  for timely processing of requests for records and entrance into the automated work-flow system.

Greets customers and answers questions (in person and by telephone) regarding rules/regulations governing release of records, standard office processes, and department services to process requests for vital records.

Obtains and confirms information on customers and customer requests by asking a series of routine questions to facilitate the approval of requests for vital records.

Examines records requests and other documents furnished by customers to review for accuracy, completeness and relevancy of information and to determine if the criteria of proper purpose established by law for release of records has been met.

Enters data, searches for and retrieves records using multiple automated and manual records management systems to post, update, and/or adjust records.

Makes final decision whether proper purpose criteria have been met to allow release and issuance of vital records as requested.

Accepts required fees for production of vital records and balances cash with register receipts at the end of each business day.

Produces and releases certified copies of vital records.

Prepares administrative paperwork and program documents to retain and process business and program transactions.

Writes routine correspondence involving basic subject matter to return applications for vital records when insufficient payment or insufficient documentation of proper purpose was received without the initial application.

Operates a variety of office machines and office automation equipment to maintain vital records and to produce certified vital records.

VITAL STATISTICS CLERK  (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 organization structure, functions, and key personnel of the Vital Statistics Section; the laws, rules, policies, and instructions applicable to the work performed; the administrative practices and standards established to support delivery of services; the office and clerical support function and specialized office automation technology associated with the work such as the automated work-flow system and the optical imaging system.

Ability to:  interpret agency policies and guidelines pertinent to office support operations; select, adapt and apply established office support/clerical policies, standards and procedures.

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

Knowledge of:  standard office procedures for handling inquiries and requests and processing paper; office record and file keeping methods and equipment including personal computers; and formats used in written business communications.

Ability to:  interact with persons from various socio-economic levels with tact, courtesy, and poise; communicate effectively; handle difficult or irate individuals and maintain harmonious relationships; adapt quickly to changes in procedures and conditions and to interruptions which disrupt the workflow; code and record information; compute and total figures involving the use of addition and subtraction; pay attention to detail and ensure accuracy and completeness of 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 experience in performing office support/clerical functions or records management activities.

