(Revised 2025)

Department: Treasurer Office

Position Title: MV Deputy/Clerk and /Driver’s License Deputy/Clerk Pay Grade: TBD
Status: Salaried / Non-exempt Reports To: County Treasurer

Probable work schedule: 37.5 hours per week, Monday thru Friday, 8:00 a.m. to 4:30 p.m.,
excluding county holidays. Contact the treasurer promptly with any absences.

The following duties are normal for this position. These job duties are not to be
construed as exclusive, or a specific list, and other duties may be required and
assigned by the County Treasurer:

Knowledge, Skills & Abilities Required:

Required to be fingerprinted and pass a background check for drivers license.
Balance cash drawers/spreadsheets daily for motor vehicle and drivers license.
Write the deposit slips for motor vehicle and drivers license.

Review daily, monthly spreadsheets and month end consolidation to balance for accuracy,
for motor vehicle

Order/track motor vehicle and driver’s department supplies, such as titles, registrations,
license plates, print cartridges, paper and drivers license manuals.

Study the motor vehicle and drivers license requirements set by the State of lowa and pass
all information onto all staff regarding law changes.

Be knowledgeable of the motor vehicle and driver’s license manual.

Communicate with our MV DOT officer/DL DOT supervisor when there is any issue that
would involve his/her attention.

Assist customers at the counter, over the phone, and through email with motor vehicle and
driver license issues, questions and requests.

Show good customer service skills, be able to communicate with a broad range of
customers.

Process and complete MV titles, duplicate titles, registration renewals.

Order handicap stickers for customers.

Add or release liens.

Attend occasional meetings, conference, or training which may require overnight travel.

Able to count money and make change.



Process refund claims for customers.

Review title work being held for time limitations.

Process sheriff liens.

Void statements and documents needed for VRT system.

Adjust journal entries if needed to balance financial.

Scan and document information on titles in TCM.

Re-examine title work; review all sighatures, documents, mileage, addresses.
Ability to do car drives and motorcycle skills testing.

Schedule and monitor medical and vision recalls.

Schedule and administer departmental re-exams/make determination if customer is
mentally and physically capable of operating a motor safely and start suspension if
necessary.

Determine if vision slip or medical report is necessary and/or satisfactory.
Monitor fraud cases.
Keep daily record of DL Activity.

Determine when written testing is required; administer oral and/or written tests for car, and
motorcycle.

Issue driver’s licenses and non-driver ID’s by determining applicant’s eligibility, so that
licenses and IDs are issued in compliance with lowa laws, departmental rules, and
established policies & procedures.

Determine authenticity of proof of identity documents.
Ability to operate the following equipment:

Ten key calculator/keypad.

Vision screening equipment.

Operate digital camera.

Scanner/copier\fax.

Computer.

Various printers.

Postage machine.

Frequently get in and out of cars.



Must pass the motorcycle safety course.
Cross train with the tax department.

Other assignments or duties as directed.

Minimum Training and Experience Required to Perform Essential Job Functions

High school diploma or GED. Experience and training in computer use with progressively
responsible administration experience, or any combination of education and experience
that provides equivalent knowledge, skills, and abilities. Valid lowa motor vehicle
operator's license.

Language Ability and Interpersonal Communication

Ability to communicate effectively with the public and the Treasurer’s office personnel,
assist the public, and provide instructions in a pleasant manner.

Physical Requirements
Prompt and reliable attendance is an essential function of the position.

Ability to coordinate eyes, hands, feet and limbs in performing skilled movements required
by the functions of the position.

Ability to stand for long periods of time.
Ability to exert moderate physical activity, climb stairs, and able to lift and carry materials.
Environmental Conditions

Ability to work under a variety of conditions some of which are outside and may be
uncomfortable conditions.

Compliance

Compliance with the employee handbook, county policies, department work rules, and
supervisor or elected official directives.

O’Brien County is an Equal Opportunity Employer. In compliance with the Americans with
Disabilities Act, the County will provide reasonable accommodations to qualified
individuals with disabilities and encourages both prospective and current employees to
discuss potential accommodations with the employer.

Employee Acknowledge

The undersigned employee hereby acknowledges receipt of this Job Description and
requirements.

| hereby acknowledge and attest that | have read and understand the Job Description
outline above and the required job functions. | further acknowledge and understand that



this document is merely an outline of the job functions and that other job duties may be
required or later assigned in this position.

Date

Employee's Signature

Date

Elected official or Supervisor Signature



