Motor Vehicle Customer Service Representative                                                                          Job Code ACV39502


CLASSIFICATION SPECIFICATION

	FLSA:
	NEXP
	Job Code:
	ACV39502

	Job Class Code:
	190
	Salary Schedule:
	ASRRMVD

	EEO Category:
	05
	Grade:
	15

	Workers Comp Code:
	7720
	
	

	
	
	
	

	Job Code Established:
	10/13/92
	Effective Date:
	

	Job Code Revised:
	09/21/98
	Effective Date:
	


JOB CODE SERIES:  Motor Vehicle Safety Series                                 


                     
JOB CODE TITLE:     MOTOR VEHICLE CUSTOMER SERVICE REPRESENTATIVE
HRIS TITLE:

MOTOR VEHICLE CUST SVC REP
CHARACTERISTICS OF THE CLASS: Under general supervision from a Motor Vehicle Customer Service Supervisor; exercises judgment within established guidelines.  Has the authority to interpret and enforce motor vehicle laws within established guidelines; release pertinent information; issue driver's licenses or titles; register eligible voters; assesses and collect fees, to determine ownership documents, audit records, conduct investigations, issue citations.  Performs various technical tasks in the areas of Vehicle Registration, inspecting and title work; administering written vision and road tests; issues and renews of vehicle driver's license; responds to inquiries from various authorized entities, issues permits; assesses fees, collects taxes.  May act as a lead worker over other Motor Vehicle Customer Service Representatives and may serve as a resource to the field and the public as one of a small number of technical experts in a central help desk unit responding to the most difficult and complex drivers license and title and registration problems.  Work product consists of Issuance of licenses, registrations, titles, permits and vital records; completed inquires satisfied; informed public; and revenue recorded and deposited daily.  Responsible for the accuracy and timeliness of work products; enforcement of appropriate laws, rules and regulations; the security of cash receipts, accountable forms, applications and licenses.

EXAMPLES OF DUTIES:  Tests applicants for state operator’s license by administering and evaluating written or oral and vision tests and photographing applicants.  Administers and evaluates individual’s road tests for operator’s license.  Examines and evaluates title/registration and other documents for validity and completion; issues titles and registrations.  Collects and accounts for monies of specific amounts; writes receipts for payments or deposits; completes deposit slips.  Responds to the most difficult and complex problems from the field and to the public via telephone or in person using computer terminal and technical resource references.  Investigates suspected violations in area of jurisdiction.  Assists program clients in completion of required motor vehicle forms.  Inspects other vehicles for compliance with safety requirements and verifications of vehicle information on title.  Performs related work as required.
WORK CONDITIONS:  Continuous public contact, long periods of standing or data imputing via computer terminal.  Works various shifts.  Requires the ability to lift up to 30 pounds.  Works in dual function facility.

KNOWLEDGE, SKILLS AND ABILITIES:

Knowledge of: Applicable MVD rules, regulations, policies, procedures, systems, Title 28 and all other applicable Arizona Revised Statutes; MVD office procedures and practices including filing and records maintenance; operates of information processing equipment; Business English, spelling and arithmetic; activity reporting procedures established for the work unit. 

Skill/Ability to:  Interpreting relevant motor vehicle laws, rules and regulations; eliciting factual information and drawing valid conclusions; operating driver's license examination and prot equipment; oral and written communications; operation of permanent or portable scales; interpersonal relations.

Experience and Education: Typical ways to obtain the KSAs would be:

-   
Six months of experience in Arizona State Service as a Motor Vehicle Customer Service Associate; or 

-    
three years of experience in a multi-functional, customer service oriented regulatory or public service environment.  

-   
A Bachelor's Degree in Business or Public Administration or related field will substitute for two years of the required experience.

- 
Any combination of training and experience that meet the knowledge, skills, and abilities (KSAs) may be substituted. 

SPECIAL SELECTION FACTORS: 
Some positions may require Arizona Peace Officer Standards and Training (AZPOST) certification.  Skill in the operation of keyboard equipment is required.  A current Arizona Driver's License appropriate to the assignment may be required at time of appointment.  A medical/physical evaluation is required prior to appointment.  

