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JOB DESCRIPTION

	JOB TITLE: Deputy Clerk, County Registrar

	JOB CODE:



	DEPARTMENT: Clerk and Recorder
SUPERVISOR’S TITLE: Clerk and Recorder

	FLSA STATUS:



	POSITION SUMMARY

Under the general supervision of the Clerk and Recorder, performs clerical duties and office procedures, and works in elections as needed. Responsibilities include clerical duties in recording county transactions and maintaining county books. Acts as the primary point of contact for county addressing and serves as the official County Registrar overseeing the management of vital records countywide.


ESSENTIAL FUNCTIONS

1. Nature of work: Strong emphasis on maintaining section maps in tract books with understanding of legal descriptions and land transactions. 
2. Recording legal documents as well as election duties and functioning as receptionist.
3. Ability to learn and fully comprehend Laserfiche Filing Software System
4. Personal Contacts: Frequent contact with the public, coordination of duties with other county departments as needed.
5. Supervision Received: Minimal
6. Updates county vital records for all birth and deaths in all applicable county databases and books. Works with the public, hospitals, midwives, DHHS, mortuary as needed. 
DUTIES AND RESPONSIBILITIES
· Records and files legal documents: deeds, contracts, oil/gas leases, financing statements, liens, etc, when needed
· Proofs, scans, and indexes all documents filed under Laserfiche Software System.
· Conducts searches of Laserfiche Software as requested

· Regularly check and follow up with “County Archives” email account utilizing Laserfiche
· Assigns numbers to and certifies documents
· Makes entries into the tract books
· Collects filing fees

· Files and indexes finance statements

· Assists public in inquiries, records, files, and searches documents relating to title companies, attorneys, realtors, etc.

· Assists in employee training

· Closes out till, as required

· Answers telephone, relays messages, and waits on customers at the window

· Operates postage machine, distributes mail
· Locks courthouse doors/elevator
· Registers voters as well as performing other election duties on all elections.
· Performs other related duties as required
· All aspects of County Registrar. Issuance of Birth/Death Certs. 
SCOPE OF RESPONSIBILITY

Evaluation of this position will be based primarily upon the preceding job description requirements and duties.  Examples of job performance criteria include, but are not limited to, the following:

· Performs assigned duties 

· Maintains accurate and timely records
· Prepares and submits accurate and timely reports

· Assists public in location of land records, voting records, and other inquiries

· Maintains orderly files in accord with legal requirements

· Fulfills election related duties

· Collects filing fees

· Displays tact, consideration, and cooperation when dealing with the public

· Scans and indexes all documents

· Observes work hours

· Demonstrates punctuality

· Establishes and maintains effective working relationships with fellow employees, supervisors, and the public

JOB SPECIFICATIONS
Education and Experience: The knowledge, skills, and abilities are typically acquired through a combination of education and experience equivalent to a high school degree and one (1) years background in office work.  Understanding legal descriptions and land transactions is preferred.
.
.

Knowledge, Skills, Abilities and Competencies:
· Ability to learn and master Laserfiche Filing Software Program
· GIS/mapping knowledge and capabilities is an added plus but not required.
· requires a thorough working knowledge of legal filing systems and requirements,
· a working knowledge of computers and other office equipment, modern office practices and regulations, and telephone skills
· skills in record keeping, computer applications, data entry, typing
· ability to acquire complex knowledge, work independently, to interpret rules and regulations,
· to communicate effectively orally and in writing, 
· to follow verbal and written instructions,
· to establish effective working relationships with fellow employees, public officials, and the general public.
WORKING ENVIRONMENT

1. Physical Demands: The work requires occasional heavy lifting (up to 45 lbs.)
2. Visual, Hearing and Dexterity Demands:  

3. Working Conditions:  

The above is intended to describe the key elements and requirements for the performance of this position.  Employees may be required to perform other related duties and activities not specifically stated in this document.

APPROVALS:

___________________________________________
______________________________________

    Supervisor
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