
DEPUTYCOUNTYCLERK1
Classification 047
FLSANonExempt
EEOC06

GENERALSTATEMENTOFDUTIES

Performsavarietyofgeneralandtechnicalsupportservicestothepublic thestaffinthe County
ClerksLicensingandRecords Division andtoothercountydepartments

SUPERVISIONRECEIVED

WorksunderthesupervisionoftheLicensingandRecordsSupervisor whoassignsworkandreviews
performanceforconformance todepartmentalstandardsandlegal requirements

SUPERVISIONEXERCISED

Supervisionofotheremployeesisnotaresponsibilityofpositionsin thisclass

EXAMPLESOFDUTIES Dutiesmayinclude butarenotlimitedtothefollowing

1 Microfilmsdocuments editsmicrofilmandreviewsmicrofilmforqualitycontrol assiststhe
RecordsCoordinatorintrackingfilmsentto andreceivedfrom thevendor

2 Processesandshelvesrecordsincountyarchives transportsrecordsbetweenarchivesand
countydepartments applieslegalguidelinesregardingretentionanddestructionofarchived
records

3 Inventoriesandperformssearchesofarchivedrecords maintainstrackingsystemonlocation
ofarchived records

4 Operatescomputerizedopticalscannertocopyrecordeddocumentsintosystem prepares
documentsforscanning performssearchesandgenerates reportsfromsystem

5 Mailsrecordeddocumentstoappropriate parties

6 Performsdataentry filing andcopying proofreadsRecordingIndex

7 MaybeassignedtoworkinElections Recording BoardofPropertyTaxAppealsorClerk
Administrationdependinguponworkloadrequirements

RECRUITINGREQUIREMENTS
KNOWLEDGE SKILLSANDABILITY

Knowledgeofnumeric andalphafilingsystems basicknowledgeofcomputerizeddataentrymethods
abilitytoidentify errorsandtranspositionsinnumericalandwritteninformation someknowledgeof
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basicofficeprocedures someknowledgeofrecordsmanagementtechniques abilitytolearnthe
operationofmicrographicsandopticalscanningequipment abilitytorespondtotheneedsofvarious
countydepartmentsintermsoffilingandstorageoffiles abilitytoliftandmoveupto35pounds
abilitytoascendanddescendladderswhilecarryingheavyobjects abilitytooperateahandtruck
abilitytomaintainregularandpunctualattendance abilitytofollowdirectionsandworkcooperatively
withotheremployees

EXPERIENCEANDTRAINING

1 Graduationfrom highschool AND

2 Oneyearofofficeexperiencewhichincluded workwithavarietyoffilingsystems and
preferablyincludedrecordsmanagementexperienceandexperiencewithdataentryequipment
OR

3 Anysatisfactoryequivalentcombination ofeducation trainingandorexperiencerelevantto
theposition

SPECIALCHARACTERISTICS

1 SomepositionsinthisclassmustpossessavalidOregondriverslicense andpossessand
maintainanacceptabledrivingrecord
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