SAGADAHOC COUNTY
POSITION DESCRIPTION
Department:

Registry of Deeds

Job Title:

Senior Clerk

Wage Band:

3

Job Relationship:
Responsible to: Registrar of Deeds
A. Manner of Review and Approval of Work: Through direct observation of activities.
Employee Definition: Full Time

Hours: 37.5

Supervisory Responsibility: None
Employee Type/Typical Work Hours: This a full time position, 37.5 hours per week, typically
working Monday – Friday, 8:30 a.m. – 4:30 p.m.
Job Summary:
Duties cover indexing, proofreading, scanning, printing of documents, assisting the professionals and the
general public in all aspects of the registry. Data entry, proofing same.
Statute Reference: None
Essential Functions:
➢
➢
➢
➢
➢
➢
➢
➢
➢

Daily mailings from previous days recordings.
Back-up answer phones and addresses walk-in public.
Checks documents for errors.
Verifies the work of other registry employees and assists as necessary: which would include
photocopying, proofreading, data entry, and scanning.
End of day, daily reconciliation of cash and check intake for the day.
Start of day, running bookkeeping report for registrar and check deposits to bank.
Daily indexing for new and old documents.
Distribute incoming mail to each department mailbox.
Other duties as assigned.

This description is not an exhaustive list of duties and responsibilities associated with this position.
While this is intended to be a reflection of the current position, management reserves the right to revise
these responsibilities or require other or different tasks be performed when circumstances change (i.e.,
emergencies, changes in personnel, work load, rush jobs, technological development, etc.).
Competencies:
1. Attention to detail
2. Proofreading accuracy
3. Customer Service Focus
4. Organization & Prioritization skills

Work Environment:
This is a professional office environment. This role routinely uses standard office equipment such as
computers, phones, photocopiers, scanners and adding machines.
Physical Demands:
The physical demands described here are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations may be made to
enable individuals with disabilities to perform the essential functions.
While performing the duties of this job, the employee is:
• Frequently required to sit and talk or hear
• Occasionally required to stand, walk, use hand to finger, handle, or operate objects, controls,
reach with hands and arms, stoop, kneel, or crouch
• Occasionally lift and/or move up to 20 pounds
• Specific vision abilities required by the job include close vision, distance vision, color vision,
peripheral vision, depth perception and the ability to adjust focus.
• Noise level is usually moderate
Education and Experience Qualifications:
A.
B.
C.

Education and training: High school graduate or equivalent with training in secretarial skills and
basic legal terminology highly desired.
Familiarity with office procedures and operation of office equipment. Good communications skills
are necessary, as is the ability to follow oral and written instructions.
The ability to establish a good rapport with employees and diplomatically deal with the public.

The duties listed above are intended only as illustrations of the various types of work that may be
performed. The omission of specific statements of duties does not exclude them from the position if the
work is similar, related or a logical assignment to the position.
The job description does not constitute an employment agreement between the employer and the
employee and is subject to change by the employer as the needs of the employer and requirements of the
job change.

