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DRIVER'SLICENSE EXAMINER

G4B1IX TO G4B5XX

DESCRIPTION OF OCCUPATIONAL WORK

This dass saries uses five levels in the Adminidrative Services and Related Occupationd Group and
describes work in verifying digibility for, and issuing of, Colorado driver's licenses or identification
cads Work in this occupation involves administering written and visua acuity tests, collecting fees
and conducting the driver performance test. The driver performance test includes observation of the
goplicant's driving sill and compliance with traffic safety rules throughout specified maneuvers. The
examiner may dso determine if the vehicle is safe to operate by ingpecting such aress as brakes, sgnd
lights, horns fifthhwhed couplings, whed rims, and tire tread. It is determining the need for and
adminigtering the driver performance tet which separates this class series from other occupations
working in a driver's license office.  This occupation aso includes pogtions responsible for compliance
with the Commercid Drivers License/Basc Operator Skills Test (CDL/BOST) programs.  The work
indudes traning third-paty tranes and tesers, conducting peformance audits and physca
ingpections, and recommending actions needed to bring the party into compliance. Such postions dso
train pogtionsin this class series to adminigter the skill tests.

INDEX: Driver's License Examiner Intern begins on this page, Driver's License Examiner | begins on
page 2, Driver's License Examiner |1 begins on page 3, Driver's License Examiner 111 begins on page 5,
and Driver's License Examiner |V begins on page 7.

DRIVER'SLICENSE EXAMINER INTERN G4B1IX

CONCEPT OF CLASS

This class describes the entry level.  Work is designed to train postions for a higher leved in the class
series Although tasks are smilar to those of the fully-operationd level, assgnments are sructured and
performed with direction and assistance from others. Positions carry out established work processes and
operations by learning to apply and follow procedures, techniques, rules, and regulaions. Once training
has been completed, the pogtion is to be moved to the next level. Postions should not reman in this
dassinddfinitely.
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DRIVER'SLICENSE EXAMINER | G4B2TX

CONCEPT OF CLASS

This dass describes the fully-operationa driver's license examiner.  In this class, pogtions review
identification and auto insurance documents to verify digibility and accuracy; score written exams usng
a key; adminiger visuad and driver peformance tests, fingerprint and photograph applicants, including
laminating the license or identification card; collect and baance fees, regiser and adminiser the oah to
voters, complete and witness forms and update computer records, and, provide information to the public
regarding licenses and identification cards.

FACTORS
Allocation must be based on meeting all of the four factors as described below.

Decision Making -- The decisons regularly made are at the defined leve, as described here. Within
limits prescribed by the operation, choices involve sdecting dternatives that affect the manner and
gpeed with which tasks are carried out. These choices do not affect the standards or results of the
operation itself because there is typicdly only one correct way to carry out the operation. For example,
the process for issuing a driver's license is s&t, such as the procedures, fees, answer keys, and score
sheets. These dternatives include independent choice of such things as priority and persond preference
for organizing and processing the work, proper tools or equipment, speed, and appropriate steps in the
operation to apply. For example, postions prioritize their work flow and choose the proper steps to use
for each case in the licensang process. By nature, the data needed to make decisons can be numerous
but are clear and understandable so logic is needed to gpply the prescribed dternative. For example, the
examingr uses discretion when verifying identification documents in Stuations where procedure is not
exact, such as when to require affidavits of liability for married minors, options to obtan a reissued
license, or when to require a medicd waver. Podtions can be taught wha to do to carry out
assignments and any devidion in the manner in which the work is performed does not change the end
result of the operation.

Complexity -- The nature of, and need for, anayss and judgment is patterned where podtions study
identification documents, obsarvations, and factud information to determine what it means and how it
fits together in order to get practica solutions when verifying digibility and adminigering the driver
peformance tet. Guiddines in the form of rules and regulations, divison policy and interpretations,
and procedure manuas exist for mogt dtuations. For example, dthough the driver performance test has
passfal guiddines, the examiner can deviate from them in a given Stuation after congdering a number
of variables, such as severity of the error, the location and time, and traffic and weether conditions.
Judgment is needed in locaing and sdecting the most gppropriate of these guiddines which may change
for varying circumstances as the task is repeated. For example, in the case of suspected false documents
or physcd disability, discretion is used in determining how to proceed, including referrd of the issue to
a higher levd. In the case of physcd disadility, this discretion includes whether to require a medica
waiver, and which tests to administer or whether to issue the license without testing. This sdlection and
interpretation of guidelines involves choosng from dternatives where al are correct but one is better
than another depending on the given circumstances of the Situation.
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Purpose of Contact -- Regular work contacts with others outsde the supervisory chain, regardiess of
the method of communication, are for the purpose of both of the following:

Detecting, discovering, exposng information, problems violations or falures by interviewing or
investigating where the issues or results of the contact are not known ahead of time. For example, in the
case of sugpected fraud or a disability, the examiner questions the agpplicant to obtain further information
before deciding the next appropriate step to take.

Securing regulatory compliance by issuing or revoking licenses and persuading or training others to
correct problems.  Although positions in this class series do not revoke licenses, the primary purpose of
this occupation is to verify compliance with regulations and issue licenses  Regardless of the methods
used to atempt to obtain compliance, the podtion can ultimady rely on legd authority to impose
sanctions and pendties.

Lineg/Staff Authority -- The direct fiedd of influence the work of a postion has on the organization is as
an individua contributor. The individud contributor may explain work processes and train others. The
individual contributor may serve as a resource or guide by advisng others on how to use processes
within a sysem or as a member of a collaboraive problemsolving teem. This levd may indude
postions performing supervisory dements that do not fully meet the criteria for the next levd in this
factor.

DRIVER'SLICENSE EXAMINER I G4B3XX

CONCEPT OF CLASS

This class describes those postions responsible for the operation of a licendang office or CDL/BOST
compliance. Those operating an office monitor and review work schedules and flow, resolve problems
and complaints referred by examiners, gpprove or reect identification documents that have been referred
and reexaminations, maintan equipment and the inventory of supplies mantan the physcd fadlity,
and maintan an adequate supply of cash and report on deposts.  Work includes monitoring the
implementation of procedures, policies, and plans developed a higher levels in the divison. This leve
a0 includes the non-supervisory podtion that trains and ingpects third-party traners and testers.
Training includes conducting workshops and setting the maneuver course.  Positions conduct periodic
performance audits by ingpecting the dte, vehicles, and records and observing sudents during the
grading process. As a result of the performance audit, a pogtion can recommend "cease testing” notices
or refresher workshops. This class differs from the Driver's License Examiner | on the Decison Making
and possibly Line/Staff Authority factors.

FACTORS
Allocation must be based on meeting all of the four factors as described below.
Decision Making -- The decisons regularly made are at the operationd level, as described here. Within

limits set by the specific process, choices involve deciding what operation is required to cary out the
process. This includes determining how the operation will be completed. For example, within the
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established licenang and compliance processes, a position adapts standards and determines the steps to
fit the specific ingpection or office setting. By nature, data needed to make decisons are numerous and
variable so reasoning is needed to develop the practica course of action within the established process.

For example, postions use discretion in determining whether to pass or fall an gpplicant or recommend
remedial action for a third-party tester depending on the combination of specific conditions during any
given test or ingpection. Choices are within a range of specified, acceptable standards, dternatives, and
technicd practices. For example, in the case of suspected fase documents or physicd disability,
discretion is used in determining how to proceed, induding referrd of the issue to a higher leved,
whether to require a medicd waiver, and which tesds to administer or whether to issue the license
without testing.

Complexity -- The nature of, and need for, anayss and judgment is patterned, as described here.
Pogdtions study identification documents, results of observations, and factud information to determine
what it means and how it fits together in order to get practica solutions when verifying digibility and
approving use of aternate documents that are not covered in the manual, scheduling staff coverage, or
determining compliance with CDL requirements and regulations.  Guiddines in the form of rules and
regulations, divison policy and interpretations, procedure manud, and the personnd system exist for
mogt gtudtions. For example, dthough the driver performance test has passfal guideines, the postion
can deviate from them in a given stuation after consdering a number of varigbles, such severity of the
eror, the location and time, and traffic and weather conditions. Judgment is needed in locating and
secting the most gppropriate of these guiddines which may change for varying circumstances as the
task is repeated. For example, the position uses discretion when conducting an inspection of third-party
tedters. This sdection and interpretation of guiddines involves choosng from dternaives where dl are
correct but one is better than another depending on the given circumgances of the Stuation. What is
alowed in one case may be inadequate in another.

Purpose of Contact -- Regular work contacts with others outside the supervisory chain, regardiess of
the method of communication, are for the purpose of any of the following:

Detecting, discovering, expodng information, problems, violations or falures by interviewing or
investigeting where the issues or results of the contact are not known ahead of time. For example, the
position investigates cases of suspected fraud or inspects test/training Sites.

Securing regulatory compliance by issuing or revoking licenses and persuading or training others to
correct problems.  Although positions in this class series do not revoke licenses, the primary purpose of
this occupdtion is to verify compliance with regulations and issue licenses Regardless of the methods
used to atempt to obtain compliance, the podtion can ultimady rey on legd authority to impose
sanctions and pendties.

Advisng, counsding, or guiding the direction taken to resolve complaints or problems and influence or
correct actions and behaviors. For example, the postion resolves complaints from irate customers who
wish to dispute regulations and will not accept the examiner's explanation.

Claifying underlying rationde, intent, and motive by educating others on unfamiliar concepts and
theories or marketing a product or service. This goes beyond what has been learned in training or
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repeating information thet is avalable in another forma. For example, a podgtion conducts formad
workshops to train others for the CDL/BOST programs.

LingStaff Authority -- The direct fidd of influence the work of a pogtion has on the organization is as
an individua contributor, work leader, or unit supervisor. The individud contributor may explain work
processes and train others.  The individua contributor may serve as a resource or guide by advisng
others on how to use processes within a system or as a member of a collaborative problem-solving team.

OR

The work leader is partidly accountable for the work product of two or more full-time equivadent
pogitions, including timeliness, correctness, and soundness. At least one of the subordinate positions
must be in the same series or a a comparable conceptud level. Typicd eements of direct control over
other pogtions by a work leader include assgning tasks, monitoring progress and work flow, checking
the product, scheduling work, and establishing work standards. The work leader provides input into
upervisory decisons made a higher levels, including signing leave requests and approving work hours.
This levd may include postions peforming supervisory dements that do not fully meet the criteria for
the next leve in thisfactor.

OR

The unit supervisor is accountable, including signature authority, for actions and decisons that directly
impact the pay, datus, and tenure of three or more full-time equivdent pogdtions. At leest one of the
subordinate postions must be in the same series or a a comparable conceptud level. The dements of
forma supervison must include providing documentation to support recommended corrective and
disciplinary actions, dgning peformance plans and agpprasds, and resolving informa grievances.
Pogtions gtart the hiring process, interview gpplicants, and recommend hire, promotion, or transfer.

DRIVER'SLICENSE EXAMINER I11 G4B4XX

CONCEPT OF CLASS

This class describes the second-level supervisor.  In addition to supervison, postions in this dass
monitor the uniformity of operaions in licenang offices, obsarve and evauae operationd and daffing
needs of the assgned offices, discuss and resolve problems with gdaff regarding services, resolve
licensng problems not specificaly covered by statute or procedures, and spesk to organizations about
divison sarvices and licenang requirements.  This class differs from the Driver's License Examiner |l
on Decison Making primaxily.

FACTORS
Allocation must be based on meeting all of the four factors as described below.

Decision Making -- The decisons regularly made are at the process leve, as described here. Within
limits set by professond dandards, the agency's avallable technology and resources, and program
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objectives and regulaions established by a higher management levd, choices involve determining the
process, including designing the set of operations. The generd pattern, program, or sysem exists but
must be individudized. Within the licenang program, these postions design the gaffing and logidtica
plan for assgned offices This individudization requires andyds of daa that is complicated. Andyss
is bresking the problem or case into parts, examining these parts, and reaching conclusons that result in
processes.  This examinaion requires the agpplication of known and established theory, principles,
conceptual models, professona standards, and precedents in order to determine their relaionship to the
problem. For example, positions survey trends in busness activity at the offices and andyze data on
pesks to determine capacity for services. New processes or objectives require approva of higher
management or the agency with authority and accountability for the program or system.

Complexity -- The nature of, and need for, anayss and judgment is patterned, as described here.
Pogtions study factua information on license processng issues to determine what it means and how it
fits together in order to get practicd solutions. For example, podtions in this dass adjust the saffing
patterns by moving dlotted daff among the various offices  Guiddines in the form of rules and
regulations, divison policy and interpretations, business plans, and the personnd system exist for most
Stuations.  Judgment is needed in locating and sdecting the most gppropriate of these guideines which
may change for varying circumstances as the task is repeated. For example, the second-level supervisor
determines whether to accept documents and resolves problems in those cases not covered by
guiddines. This sdection and interpretation of guideines involves choosng from dternatives where al
are correct but one is better than another depending on the given circumstances of the Situation.

Purpose of Contact -- Regular work contacts with others outside the supervisory chain, regardiess of
the method of communication, are for the purpose of any of the following:

Detecting, discovering, exposng information, problems, violations or falures by interviewing or
investigating where the issues or results of the contact are not known ahead of time. For example,
positions investigate cases of suspected fraud that are referred from lower levels,

Securing regulatory compliance by issuing or revoking licenses and persuading or training others to
correct problems.  Although postions in this class series do not revoke licenses, the primary purpose of
this occupation is to verify compliance with regulations and issue licenses  Regardless of the methods
used to attempt to obtain compliance, the postion can ultimady rey on legd authority to impose
sanctions and pendties.

Advisng, counsding, or guiding the direction taken to resolve complaints or problems and influence or
correct actions and behaviors. For example, postions resolve complaints from irate customers who wish
to quarrel with licensing procedures and will not accept explanations from lower levels,

Claifying underlying rationde, intent, and motive by educaing others on unfamiliar concepts and
theories or marketing a product or service. This goes beyond what has been learned in training or
repegting information thet is available in another format.

LingStaff Authority -- The direct fidd of influence the work of a postion has on the organizaion is as
a second-level unit supervisor.  The second-level unit supervisor is accountable, including sgneature
authority, for actions and decisons that directly impact the pay, status, and tenure of three or more full-
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time equivdent postions. At least one of the subordinate podtions must be a unit supervisor in the
Driver's License Examingr Il cdass The dements of formd supervison mus include providing
documentation to support recommended corrective and disciplinary actions, sgning performance plans
and gpprasds, and resolving informa grievances.  Podtions dat the hiring process, interview
gpplicants, and recommend hire, promotion, or transfer.

DRIVER'SLICENSE EXAMINER IV G4B5XX

CONCEPT OF CLASS

This class describes the manager of multiple units.  In addition to supervisng multiple units, the work
involves writing updates to the divison's procedure manud and writing memos or bulletins to
implement policy and procedure; preparing budget estimates of daffing, supplies, uniforms, and capita
outlay for divison management using hisorical data and projections, and, planning office improvements
and gaff training for assigned offices. The factors in this class differ from those of the Driver's License
Examiner 11l on Ling/Staff Authority.

FACTORS
Allocation must be based on meeting all of the four factors as described below.

Decision Making -- The decisons regularly made are at the process leve, as described here. Within
limits set by professond dandards, the agency's avalable technology and resources, and program
objectives and regulations established by a higher management leve, choices involve determining the
process, including designing the set of operations. The generd pattern, program, or sysem exists but
must be individudized. Within the licendang program, these podtions determine the business hours for
assigned offices, revise office procedures to conform with changes in policy or program guiddines made
by divison management, and prioritize and approve dl maintenance, repair, and travel requests under a
goecified dollar amount.  This individudization requires andyds of data that is complicated. Andyss is
bresking the problem or case into parts, examining these parts, and reaching conclusions that result in
processes.  This examindion requires the agpplication of known and established theory, principles,
conceptua models, professona standards, and precedents in order to determine their relaionship to the
problem. For example, podtions survey trends in busness ectivity a the offices and andyze data on
pesks to determine capacity for services. New processes or objectives require approval of higher
management or the agency with authority and accountability for the program or system.

Complexity -- The nature of, and need for, andyss and judgment is patterned, as described here.
Pogitions study factua information on license processng issues to determine what it means and how it
fits together in order to get practica solutions. For example, postions in this dass adjust the business
hours of assgned offices and revise office procedures in order to implement policies and processes.
Guidelines in the form of rules and regulaions, divison policy and interpretations, busness plans, and
the personnd sysgem exig for most gStuations.  Judgment is needed in locating and sdecting the most
gopropriate of these guidelines which may change for varying circumstances as the task is repeated. For
example, the third-level supervisor prioritizes and approves equipment, supply, and travel needs which
may change as the fiscd dtuation changes. This sdection and interpretation of guiddines involves
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choosing from dternatives where dl are correct but one is better than another depending on the given
drcumstances of the Stugtion.

Purpose of Contact -- Regular work contacts with others outsde the supervisory chain, regardiess of
the method of communication, are for the purpose of any of the following:

Detecting, discovering, exposing information, problems violaions or falures by interviewing or
investigeting where the issues or results of the contact are not known ahead of time. For example,
positions investigate cases of suspected fraud that are referred from lower levels.

Advisng, counsding, or guiding the direction taken to resolve complaints or problems and influence or
correct actions and behaviors. For example, positions advise the public and gtaff in other work units on
regulatory requirements and licensng processes in order to resolve complaints or correct procedura
errors.

Claifying underlying rationde, intent, and motive by educating others on unfamiliar concepts and
theories or marketing a product or service. This goes beyond what has been learned in training or
repesating informetion that is available in another format.

Lineg/Staff Authority -- The direct fidd of influence the work of a postion has on the organization is as
a third-levd supervisor. The third-levd supervisor must be accountable for multiple units through the
direct supervison of & least one Driver's License Examiner |1l and one unit supervisor in the Driver's
License Examiner Il class, and, have sgnaure authority for actions and decisons that directly impact
pay, datus, and tenure. Elements of forma supervison must include providing documentation to
support recommended corrective and disciplinary actions, second-level signature on performance plans
and agoprasds, and resolving informa grievances.  Podtions dart the hiring process, interview
gpplicants, and recommend hire, promotion, or transfer.

ENTRANCE REQUIREMENTS

Minimum entry requirements and general competencies for classes in this series are contained in the
State of Colorado Department of Personnel web sSite.

For purposes of the Americans with Disabilities Act, the essentid functions of gpecific podtions are
identified in the position description questionnaires and job analyses.

CLASS SERIESHISTORY

Revised 7/1/94 (KKF). Combine Il and Il (G4B3-G4B4). Abolish VI (G4B7). Adjust factors.
Published proposed 6/10/94.

Effective 9/1/93 (KKF). Job Evaluation System Revision project. Published as proposed 4/9/93.
Revised 7/1/86. Changed titles for series, grades for Driver License Examiner A/B and Driver License

Examining Manager Il (A7160/62 and A7170); minimum requirements for Senior Driver License
Examiner and Driver License Examining Manager |, 11, and [l (A7164 to A7170).
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Revised 6/1/80. Changed minimum requirements for Driver License Examining Manager 111 (A7170).
Revised 4/1/75. Changed title for Driver License Examining Manager I11 (A7170).

Created 1/1/75.

SUMMARY OF FACTOR RATINGS

ClassLevel Decision Making Complexity Purpose of Contact Line/Staff Authority

Driver's License Exam Intern na na na na

Driver's License Exam | Defined Patterned Detect & Secure Indiv. Contributor

Driver's License Exam |1 Operational Patterned Detect, Secure, Ad- | Indiv. Contributor,
vise, or Clarify Work Leader, or Unit

Supervisor

Driver's License Exam |11 Process Patterned Detect, Secure, Ad- | Unit Supervisor*
vise, or Clarify

Driver's License Exam IV Process Patterned Detect, Advise, or Manager*
Clarify

* Refer to descriptions for requirements on level of subordinates.

ISSUING AUTHORITY: Colorado Department of Personnel/General Support Services



