LEAD VITALS CLERK

DEFINITION
Under supervision, this position is directly responsible for the duties necessary for the more advanced and complex duties necessary for the review, imaging, indexing, accessing, processing and issuing of vital records of all births, deaths and marriages in Dane County, and all military discharge records presented; for making certified copies of all vital records maintained in this office; to act as the primary reference resource on these documents for staff and customers; performs specialized duties connected with processing documents and preparing specialized reports.  This position purchases office supplies for entire department.

EXAMPLES OF DUTIES:
Trains, directs and monitors the work of clerical staff involved in the duties necessary for the processing and issuance of vital records pertaining to Dane County occurrences only.   Advises employees, funeral homes, governmental agencies, and the public on the requirements for proper issuance of certified records; replies to written correspondence regarding same; interfaces with systems and data processing personnel regarding index and records archive system maintenance; responsible for updates to vital record electronic and hard copy archives and indices; monitors and creates computerized record keeping systems and workflow, ensuring quality control; may receive and respond to questions and complaints from the general public, funeral homes, hospitals, court personnel; reviews and determines proper recordation of vital records; provides a resource for staff and public regarding questions about same; acts as liaison with office equipment and software system vendors; reconcile security paper inventory daily; liaison with various vendors and county departments regarding supplies, adjustments to software, hardware repairs; administers vital records policies and procedures to be in compliance with State Statutes and Administrative Rules; prepares daily, monthly and annual reports regarding vital records sales and fund revenue.

EMPLOYMENT STANDARDS:

Education and Experience: Requires any combination of training and experience equivalent to three years of general clerical experience.  Experience in a lead worker position and/or supervisory training is preferred.  Must pass State required criminal background check.  In addition a minimum of three year of experience with vital records practices and procedures, demonstrating knowledge and familiarity with state statutes including maintaining confidentiality standards and rule is required.  

Knowledge, Skills and Abilities:  Knowledge of basic system analysis, principles and practices; knowledge of document or record indexing; knowledge of clerical procedures and practices including computerized record keeping; knowledge of standard computer work station operation and the ability to enter data at an acceptable rate; ability to interpret, explain and apply policies, regulations, laws and procedures; ability to communicate courteously and effectively with fellow workers and the public; ability to organize work in the most efficient and effective way; and ability to perform assigned functions with a minimum of error.
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