
Position Description 
 
 
Position/Title:   Motor Vehicle Assistant 
 
Department:   Finance 
 
Immediate Supervisor: Finance Director 
 
Classification:   Part Time, Non-exempt 
 
Primary Objective 
 
Under the general supervision of the Finance Director, this position processes motor vehicle and 
DNR transactions including issuance of licenses, transfers of ownership, and other related duties 
as required.  This person is responsible for keeping accurate records.  The position completes and 
forwards various reports to the City and State of Minnesota and is responsible for the daily 
deposit of funds from motor vehicle transactions. 
 
Essential Functions 
 
A. Issues the proper vehicle license plate or validation sticker, calculates the appropriate tax, 

and completes related forms. 
 

1. Checks for proper identification, ownership and insurance coverage of vehicles. 
2. Calculates and collects the appropriate fees and taxes for license renewal, transfer 

of title or change in gross weight as prescribed by State Statute. 
3. Completes and forwards all forms required by the State. 
4. Conducts owner verifications and corrects any errors in calculations or 

registrations. 
5. Makes decisions on accepting questionable documentation from customers. 
6. Receives incoming calls for information on motor vehicle and DNR transactions. 
  

B. Keeps an accurate account of money received, licenses in inventory and prepares related 
reports. 

 
1. Balances cash on hand against the register tape, prepares daily and monthly State 

reports and deposits money. 
2. Maintains an on-going inventory of licenses and stickers and orders inventory 

when necessary. 
3.    Completes and forwards to the State all required reports in an accurate and timely 

manner. 
 
C. Performs other duties as assigned. 
 
 



Required Knowledge, Skills and Abilities 
 
1. Ability to communicate effectively, both orally and in writing. 
2. Ability to effectively interact with supervisor, employees, and City Council. 
3. Ability to plan, coordinate, direct, and review related work activities. 
4. Ability to meet deadlines. 
5. Knowledge of spreadsheets, word processing and database software and ability to use on 

a daily basis.   
6. Considerable public and customer service skills. 
7. Knowledge of math skills and ability to work with money.   
8. Considerable skills in accurate data entry and 10 key adding machine.   
9. Knowledge of the State Department of Motor Vehicle and DNR procedures and practices 

related to motor vehicle licensing and registration. 
10. Ability to handle customer complaints and concerns. 
11. Considerable ability to hear and speak when conversing in person or by phone. 
12. Considerable ability to see and read computer screens and documents. 

 
 
Minimum Qualifications 
 
1. High School diploma, G.E.D., or equivalent. 
2. Two years of experience in a customer service environment.   
3. Personal computer experience, including Microsoft Office applications. 
 
 
Desired Qualifications 
 
1. Two-year degree in public administration, business administration, mathematics, or 

related field. 
2. Two years of experience in municipal operations and/or in a motor vehicle office. 
3. Two years of experience working with cash transactions or mathematic computations. 
4. Three years of experience in a customer service environment.   
5. Personal computer experience, including Microsoft Office applications. 


