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Information Processing Specialist

The Revenue Authority of Prince George’s County has an opening for an Information Processing Specialist.  The agency is a quasi-governmental entity that serves as a real estate development and development finance agency, an operator of programs and facilities, and a manager of programs and facilities in partnership with other County agencies.

The agency is seeking an enthusiastic individual for this full-time benefit eligible opportunity for our day shift (8:00am to 4:30pm).  This position is paid directly through the Revenue Authority of Prince George’s County payroll. 

Typical Duties

· Provides motorist (in-person and via phone) with pertinent information pertaining to citations/violations issued by Enforcement.
· Assists motorists in-house with payments and parking code information.
· Answers incoming calls and correspondence in regard to meter complaints, payments, change of address, court status, court requests, ticket errors, flagging by MVA, making corrections when necessary.  
· Processes citations, schedule District Court appeals, and responds to inquiries regarding citations issued, collection of fines, and the posting of court dispositions.
· Advises or instructs motorists in regard to booted vehicles. 
· Processes letters upon receipt of bankruptcy notices. 
· Maintains files for violations, court requests, Failure-to-pay, Failure-to-appear, not-on file, closed tickets and meter complaints.
· Responds to customer correspondence by utilizing pre-printed letter format.
· Checks faxes, general voice mailbox and changes telephone messages in accordance with company/departmental guidelines
· Receives incoming mail
· Handles customer complaints or issues in accordance with company/departmental guidelines

Minimum Qualifications

· Two (2) + years of advanced and/or technical clerical/administrative experience in a public environment with a minimum of six (6) months in a customer service environment 
· Possession of a high school diploma or equivalent (GED) 
· Knowledge of administrative practices, procedures, systems and equipment.
· Knowledge of Microsoft Office suite (including MS Word, Excel, and PowerPoint).
· Knowledge of business English, spelling, mathematics and vocabulary.
· [bookmark: P32_1182]Possession of strong organizational and customer service skills
· Effective verbal and written communication skills 
· Ability to use modern technology - computer, telephone systems and ability to type
· [bookmark: P33_1295]Ability to disseminate information in an efficient and professional manner
· [bookmark: P35_1444]Ability to work independently on assigned tasks as well as to accept direction on given assignments 
· [bookmark: P36_1544]Ability to work collectively with all employees, as an effective team player


Preferred Qualifications

Ability to use computerized equipment.
Ability to effectively communicate both in written and verbal form in English.
Ability to interpret, apply, explain and enforce laws, codes and ordinances governing the parking of motor vehicles in Prince George’s County.
Ability to exercise sound judgment within established guidelines and supervisory direction.
Ability to establish and maintain effective working relationships with staff, public and other governmental agencies.
Ability to analyze situations and determine appropriate course of action.
Ability to prepare and maintain clear, concise and accurate documentation.

Conditions of Employment

Must undergo a background investigation.


Eligibility to Work

Under the Immigration Reform and Control Act of 1986, an employer is required to hire only U.S. citizens and lawfully authorized alien workers. Selected candidates for employment will be required to show and verify authorization to work in the United States.

Closing Date

December 26, 2017

How to Apply

Please submit your resume and employment application to the Human Resources Department, Revenue Authority of Prince George’s County: rapgcjpbs@co.pg.md.us.  

Download and complete our employment application by clicking this document (  ___ )
