DEPUTY REGISTER OF DEEDS


DEFINITION





Under the general supervision of the Register of Deeds, is responsible for the supervision of support staff; acts as department head in the absence of the Register of Deeds; assists the public with informational inquiries and complaints; and performs related work as required.





EXAMPLES OF DUTIES





Supervises the Register of Deeds’ staff and operations, including assessing public and worker needs; evaluates the quality and productivity of office operations; recommends new and revised policies and procedures; assists in budget preparation and control; assists in developing electronic data processing management information systems; acts as liaison with the Information Management Division and Land Records Department; establishes quality control mechanisms to ensure documents are recorded properly and that all filing or data storage systems are properly established and maintained; collects information from a variety of sources and prepares necessary statistical and financial reports; acts as back-up to lead workers on complex or difficult public inquiries, requests or complaints; assumes responsibility for all office operations in the absence of the Register of Deeds; and performs special research studies when requested.





EMPLOYMENT STANDARDS





Education and Experience:  Any combination of training and experience equivalent to a bachelor’s degree in business administration, public administration or related field and three years experience involving land records management that provides a comprehensive knowledge of real estate principles and related laws.  Such experience can be gained through real estate brokerage, land title research, land use planning, real property listing, plat review and land survey work (relevant training will also be considered).  Must have the ability to type at a net rate of 40 words per minute with a maximum of 10 errors.  Additional credit will be given for experience or training in personnel supervision, recording of personal property transactions and electronic data processing applications to land records management.





Knowledge, Skills and Abilities:  Thorough knowledge of modern office practices, procedures and equipment especially related to records management; thorough knowledge of state and local laws, regulations and standards relating to legal records management, including real estate; considerable knowledge of effective management/supervisory principles and methods; knowledge of budgeting practices and procedures; knowledge of modern methods of information storage and retrieval including electronic data processing methods; possess effective oral and written communication skills; ability to analyze work operations and make recommendations to improve their quality and productivity; ability to develop and implement policy and procedures; ability to deal effectively with the public, governmental officials, the media and employees; ability to train and supervise employees in records management.
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