Howard County Tax Office
Big Spring TX
An Equal Employment Opportunity Employer

Howard County Tax Office will be accepting applications for the position of Registration & Title Clerk through Friday, November 20, 2025.  Those interested should submit resumes to Tiffany Sayles at 315 S. Main (annex building) Big Spring, TX by 4:30 pm Friday, November 20, 2025.  For any questions, contact my office at 432-264-2232.

JOB TITLE:     Registration & Title Clerk

JOB DESCRIPTION

This position is responsible for the processes of vehicle registration and title transactions.

RESPONSIBILITIES
· Examine vehicle title for accuracy and conformity to specified requirements Resolve titling issues through interaction with the public as well as motor vehicle dealers.
· Process vehicle registrations, verify vehicle titles and insurance and issue disability placards. 
· Maintain vehicle titles by accurately assigning and notarizing all documents. Including but not limited to repossession affidavits and applying for duplicate titles.
· Process vehicle title transactions for residential and commercial customers.
· File and release liens on vehicle titles as well as collecting all necessary documentation to file and release lien on vehicle titles.
· Review and verify the validity of all motor vehicle purchase documents involved in transferring the vehicle titles for compliance and accuracy. 
· Review all vehicle purchase documents involved in transferring vehicle titles, trades, or wholesales transactions for compliance and accuracy
· Check and inspect both in state and out of state vehicle titles for accuracy and verify acceptance of the title in the state for which it is filed.

COMPETENCIES/SKILLS
· High School Diploma or equivalent required 
· Valid driver’s license required
· Basic computer skills required
· Basic reading and math skills required
PHYSICAL DEMANDS
· Ability to lift 1-15 pounds
· Vision abilities include close, distance and ability to adjust focus
· Regularly required to stand, walk, reach, talk and hear.  Frequently required to stoop, kneel, crouch, bend, squat and climb.

I have read this job description (or had it read to me) and I completely understand all my job duties and responsibilities. I am able to perform the essential functions as outlined with or without reasonable accommodation. I understand that my job may change on a temporary or regular basis according to the needs of my department without it being specifically included in the job description.

Employee Print Name: ________________________________________
Employee Signature:____________________________ Date:_________

