YELLOWSTONE COUNTY, MONTANA
EOE

POSITION ANNOUNCEMENT

Yellowstone County encourages applications from diverse candidates
and candidates who support diversity.

Date: December 7,2011
Class Title:  Motor Vehicle Clerk Grade: C Salary: $1,926.25 per month
Department: Treasurer’s Office Hours: Monday — Friday, 8:00 am — 5:00 pm;
Union Status: MPEA

ACCEPTING APPLICATIONS UNTIL 5:00 P.M. ON DECEMBER 21, 2011

Job description available in Human Resources

FUNCTION:
Full-time position, which greets and assists customers at the counter in completing transactions to obtain motor
vehicle titles and processes Motor Vehicle Department transactions.

REQUIRED:
- Graduation from high school or G.E.D; and

- One (1) years’ experience in the performance of secretarial duties, including visitor reception tasks and the
maintenance of records and files; or
- Any equivalent combination of education and experience.

CHALLENGES OF THE POSITION:
- Greets and assists customers at the counter in completing transactions to obtain motor vehicle titles;
- Issue and collect fees for various types of Motor Vehicle titles: motor vehicles, trailers, motorcycles,
ATV’s, boats, and motor homes updating State-titling records;
- Pre-processes titles from vehicle dealers or financial institutions;
- Performs computer entries of pertinent information, prepares and issues requested documents, collects or
forwards completed documents to the State for issuance of titles;
- Calculates fees and taxes accurately;
- Performs assigned duties in other areas of the Treasurer’s Office as needed or as directed to assure
customers are served in a timely manner and for efficient operation of the County Treasurer’s Office.
DESIRED:
- Previous motor vehicle licensing experience strongly desired;
- Excellent customer service skills or previous public service;
- Windows based computer experience.
TO APPLY:
Submit by 5:00 p.m. on December 21, 2011:
1. County Application
2. Resume
3. Names, addresses and phone numbers of three (3) employment-related references

To: Human Resources, Room 202, Yellowstone County Courthouse or to Montana Job Service, 2121 Rosebud
Drive, Billings, MT. Late, incomplete or unsigned applications will not be considered.

Applications are available on line at www.co.yellowstone.mt.gov

Applicants who require special accommodation due to disability should contact the Human Resources Office
at 256-2705. NOTE: If this position becomes available within 90 days the same applicant pool may be
considered.
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