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JOB POSTING




DEPARTMENT OF MOTOR VEHICLES
3 (THREE) DURATIONAL PROCESSING TECHNICIAN JOB OPPORTUNITIES

(MAY BE UNDERFILLED AS OFFICE ASSISTANT)

PLEASE FOLLOW THE SPECIFIC APPLICATION FILING INSTRUCTIONS AT THE BOTTOM OF THIS PAGE!
Open To:
Candidates on the current examination list for Processing Technician or Office Assistant or Lateral transfer
Location:

Department of Motor Vehicles, 60 State Street, Wethersfield, CT
Job Posting No’s:

P’s - 111571, 112954 & 112955   - Durational positions
Training:                               New hires will work Monday – Friday, during the 3-6 month training program

                                               After training is complete, the work schedule will be Tuesday - Saturday

Salary:

Processing Tech - CL 16    $46,721 - $61,096    (Full-time 40 hours/durational)


Office Assistant – CL 13    $40,901 - $53,663 


Candidates new to state service start at minimum   



Closing Date:

January 15, 2016
Eligibility Requirement:  Candidates must be on the current certification list promulgated by the Department of Administrative Services for Processing Technician or Office Assistant.  State employees currently holding the above title may apply for a lateral transfer.  Reemployment/SEBAC candidates will be given first priority.

Example of Duties:  

The position(s) will perform the most complex duties within the Driver Services Unit; examines driver histories and updates to the same for accuracy, completeness and conformance to state statutes and regulations.  Decisions as to status, permissibility and admissibility of applications for various programs, including Ignition Interlock Device (IID), Operator Retraining and Child Safety.  The IID is required for Drivers as part of the restoration of driving privileges as authorized by Statutes. The incumbent reviews Ignition Interlock Device suspension notices prior to mailing to confirm operator eligibility; interacts regularly with customers and  statewide vendors of Ignition Interlock Device program in order to be certain proper reports are provided to the Driver Services Division for these operators; prepares all suspension notices (approx 4,000) to be mailed on a weekly basis.  Prepares the files for an administrative hearings when the operator request a hearing regarding the violations received when the Ignition Interlock Device is calibrated.  An Office Assistant will be supporting the incumbent when needed.  The incumbent will set up and maintain office procedures and systems related to administration of sanctioning programs, including IID, Operator Retraining and Child Safety.  This position is responsible for operating independently in administering these programs for Driver Services.

Skills and Abilities Desired:   The successful candidates must be self-motivated, dependable; detail oriented and exercise good working relationships with co-workers, colleagues and customers.  Must be able to deal with sensitive issues in a confidential manner, exercise good judgment and possess high attention to detail to ensure accuracy.  Must have strong interpersonal skills; excellent oral skills; the ability to make independent decisions; the ability to comprehend and apply laws, regulations, and procedural guidelines; and excellent computer skills.  

Special Knowledge:  Individuals interested in being considered for these positions should have excellent verbal communication skills; excellent computer skills; the ability to maintain confidentiality; and the ability to understand and apply Motor Vehicle statutes and regulations. Experience in reading driving histories is helpful. 
Application Instructions:  Interested and qualified candidates who meet the above requirements should submit a cover letter with the State of Connecticut Application for Examination or Employment (CT-HR-12), indicating Processing Technician or Office Assistant in the Examination Title block and the applicable job posting number(s).  Applications can be downloaded from the Internet at http://das.ct.gov/HR/Forms/CT-HR-12_Application.pdf.   Please send application for employment to: 

Department of Motor Vehicles
Human Resources Office, 2nd floor 

60 State Street, Wethersfield, CT 06161




Or by Fax: (860) 263-5576

Applications must be postmarked on or before the closing date listed above.  INCOMPLETE APPLICATION PACKAGES AND THOSE RECEIVED AFTER THE CLOSING DATE INDICATED ABOVE WILL NOT BE CONSIDERED. 

Please note: Due to the large number of expected applicants we cannot confirm receipt of application materials.

AN AFFIRMATIVE ACTION/EQUAL OPPORTUNITY EMPLOYER
The State of Connecticut is an equal opportunity/affirmative action employer and strongly encourages the applications of women, minorities, and persons with disabilities.
