
OFFICE OF THE SECRETARY OF STATE
DEPARTMENT OF PERSONNEL

TELETYPE OPERATOR Position Code:  K9130

DISTINGUISHING FEATURES OF THE CLASS

Under general direction, operates teletype equipment involved in maintaining 24-hour a
day, 7-day a week teletype and telephone service to furnish federal, state and local law enforcement
agencies with information regarding drivers license or vehicle data; assembles requested data and
transmits responses expeditiously.

ILLUSTRATIVE DUTIES AND RESPONSIBILITIES

1. Receives teletype and telephone hot-line inquiries from federal, state and local law
enforcement agencies regarding drivers license, vehicle registration, vehicle identification,
license plates and title information.

2. Researches and verifies information by use of CRT, microfiche, soundex, reader printer and
other office equipment and files; operates teletype or telephone to transmit available
information or advice of proper authorities to contact for requested information; takes
appropriate action to initiate trace of unavailable information.

3. Transmits administrative messages to various law enforcement personnel concerning
license plate sales and expirations to designated terminals.

4. Maintains LEADS Operating Manual and information bulletins, NLETS ORI Directory of
all out-of-state terminals, and information relating to the policies, procedures and rules of
the Office of the Secretary of State.

5. Performs routine maintenance and upkeep of teletype equipment; contacts appropriate
sources for maintenance and mechanical difficulties; insures proper supplies available for
operation of teletype equipment.

6. Performs other duties as required or assigned.

REQUIREMENTS:

Education and Experience

Requires one year of clerical experience in a public or private organization preferably
including the operation of teletype equipment.

Knowledge, Skills and Abilities



Requires working knowledge of office principles, practices and procedures, business
English, spelling and commercial arithmetic.

Requires working knowledge of office machines including CRT, microfiche, reader printer,
etc.

Requires elementary knowledge of the operation of a typewriter or standard keyboard
equipment.

Requires ability to communicate both orally and in writing and deal courteously with others.
Requires ability to operate in an independent manner.
Requires ability to work under stress situations.
Requires ability to obtain operational records and provide information from these sources.
Requires ability to retain pertinent Secretary of State policies and procedures.
Requires ability to properly arrange material for transmission and to determine priority

messages.
Requires ability to recognize simple malfunctions of equipment.
Requires ability to operate keyboard equipment at a minimal rate of speed.

Approved by the Secretary of State Merit Commission - September 18, 1984

Effective - October 1, 1984

EXAMINATION INFORMATION

Tests and Weights: Written Test, 100%
Typing Performance to Qualify

Knowledge Tested: Name & Number Checking
Public Relations
Work
Vocabulary 
Spelling
Alphabetizing
Numbers - Low to High
English Usage
Arithmetic
Office Methods & Procedures
Records & Reports

Length of Eligibility: 1 year
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