
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

DISTINGUISHING FEATURES OF THE CLASS:  
 

Reviews and  records  a  var ie ty o f  lega l  ins t ruments  entered  in  permanent  records  in  the  o ff ice  o f  

the  County Clerk;  does  re la ted  work as  requi red .  This  posi t ion involves  responsib i l i ty fo r  

p rocess ing and  record ing var ious  lega l  documents  f i led  and  recorded  in  the  County Clerk 's  

o ff ice .  Employees  in  this  posi t ion are  expected  to  independent ly per form the i r  dut ies  wi thin the  

scope  of  spec i f ic  laws,  o ff ice  rules ,  and  procedures  re la t ing to  the  rec ord ing,  indexing,  and  

f i l ing of  lega l  ins t ruments .  Supervisors  a re  ava i lab le  fo r  consul ta t ion on unusual  p rob lems and  

provide  ins t ruc t ion on new or  d i ff icul t  ass ignments .  Work i s  per formed under  genera l  

supervis ion wi th  leeway permi t ted  fo r  the  exerc ise  o f  independent  judgment .  

 

 

 

TYPICAL WORK ACTIVITIES:  (Il lustrative only)  
 

Reviews,  p repares ,  examines ,  and  records  deeds ,  mor tgages ,  l iens ,  ass ignments ,  land  cont rac ts ,  

l i s  pendens ,  agreements ,  wi l l s ,  decrees ,  and  o ther  lega l  ins t ruments  p resented  for  f i l ing  and  

record ing;  

Compares  index wi th  o r igina l  documents  to  assure  comple teness  and  cor rec tness ;  

Computes  and  co l lec ts  record ing fees  o r  taxes  fo r  a  var ie ty o f  lega l  documents ;  

I ssues  s tamps or  rece ip ts  and  accounts  fo r  monies  rece ived ;  

Conducts  searches  o r  ass is t s  the  publ ic  in  searching for  documents  o r  recorded  da ta  as  

requested ;  

Conducts  rout ine  cor respondence  and  answers  te lephone  requests  on mat te rs  where  po l icy and  

procedures  a re  wel l  def ined ;  

Examines ,  p repares ,  and  indexes  a  var ie ty o f  lega l  ins t rume nts  re la t ing to  c ivi l  and  cr iminal  

mat te rs ;  

Mainta ins  f i les  o f  lega l  ins t ruments  and  re la ted  mater ia ls ;  

I ssues  conserva t ion l icenses ,  co l lec ts  fees ,  and  prepares  re la ted  repor ts ;  

May be  requi red  to  type  minor  records  and  repor ts  fo r  which ski l led  typ ing i s  no t  necessary;  

May opera te  mimeograph,  comput ing,  ca lcula t ing,  o r  o ther  o ff ice  machines;  

P repares  and  mainta ins  a  var ie ty o f  records  and  repor ts .  
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FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES, & PERSONAL 

CHARACTERISTICS: 
 

Abi l i ty to  read i ly acqui re  knowledge  of  and  fami l ia r i ty wi th  per t inent  regula t ions ,  rules ,  laws,  

and  po l ic ies  governing the  examinat ion,  record ing,  and  indexing of  lega l  documents  f i led  or  

recorded  in  the  o ff ice  o f  the  County Clerk;  

Abi l i ty to  type  accura te ly a t  an accep tab le  ra t e  o f  speed ;  

Working knowledge  of  o ff ice  te rminology,  p rocedures ,  and  equipment ;  

Working knowledge  of  business  a r i thmet ic  and  Engl ish;  

Abi l i ty to  unders tand  and  fo l low ora l  and  wr i t ten ins t ruc t ions;  

Abi l i ty to  dea l  e ffec t ive ly wi th  the  publ ic ;  

Abi l i ty to  wr i te  legib ly;  

Cler ica l  ap t i tude ;  

Accuracy;  

Neatness ;  

Tac t  and  cour tesy;  

Good  physica l  condi t ion.  

 

 

 

MINIMUM QUALIFICATIONS:  
 

Graduat ion from high school  AND EITHER:  

 

(A)  One (1)  year  o f  c le r ica l  exper ience  working wi th  lega l  ins t ruments  and  records  in  a  

depar tment  o f  munic ipa l  government ,  law off ice ,  o r  t i t le  company;  OR  

 

(B)  Two (2)  years  o f  genera l  c le r ica l  exper ience ;  OR  

 

(C)  Any equiva lent  combinat ion of  exper ience  and  t ra ining.  

 

 
 

 


