Jurisdiction:  Schuyler County

Jurisdictional Class:  Competitive

Adopted:  March 1, 2004; Revised November 6, 2006
MOTOR VEHICLE BUREAU SUPERVISOR

DISTINGUISHING FEATURES OF THE CLASS:

The work involves responsibility for planning and overseeing the day-to-day operations of the Motor Vehicle Bureau in the County Clerk’s Office.  The incumbent oversees and participates in the issuance of permits, licenses and registrations for motor vehicles and prepares required operational reports.  The position also maintains contact with State Motor Vehicle Department staff and other County motor vehicle offices to provide and obtain information on technical motor vehicle issues.  Work is performed under the general direction of the County Clerk and in accordance with rules and procedures established by the New York State Department of Motor Vehicles.  Supervision is exercised over the work of a small number of subordinate clerical employees.  Does related work as required.

TYPICAL WORK ACTIVITIES:
Plans, assigns, and supervises the work of bureau staff;

Trains new employees in office policy and procedure including vehicle and drivers license, vision and permit testing, plate surrenders, enforcement, etc.;

Prepares daily deposit and reconciles monies collected to daily report;

Makes necessary reports in regard to motor vehicle bureau activities;

Orders, receives and checks motor vehicle license plates;

Prepares sales tax reports;

Prepares correspondence and provides information regarding licensing and registration;

Maintains liaison with State Motor Vehicle Department staff and other County motor vehicle offices to obtain clarify and provide information on motor vehicle matters;

Reviews and processes applications for all types of licenses and registrations;

Advises and assists applicants in the proper completion of forms and answers requests for information;

Stays apprised of changing NYS laws and DMV regulations;

Operates computers and printer.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES, AND PERSONAL CHARACTERISTICS:
Thorough knowledge of the pertinent sections of the Motor Vehicle and Traffic Law, procedures, and equipment involved in the activities of the Motor Vehicle Bureau;

Good knowledge of business arithmetic and English;

Good knowledge of general office terminology, procedures and equipment;

Ability to plan, lay out, and supervise the work of clerical assistants;

Ability to follow complex directions and prepare correspondence and reports;

Ability to operate a computer system and printer;

Ability to perform close detail work;

Ability to secure the cooperation of and maintain good working relations with others;

Good judgment; tact; courtesy;

Physical condition commensurate with the demands of the position.
MINIMUM QUALIFICATIONS:
(A) Graduation from a regionally accredited college or university or one accredited by the New York State Board of Regents to grant degrees with an Associate’s degree and two years of clerical experience, including one year in a supervisory capacity; or

(B) Graduation from high school or possession of a high school equivalency diploma and four years of clerical experience, including one year in a supervisory capacity; or

(C) An equivalent combination of training and experience as defined by the limits of (A) and (B) above.
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