
Scott County Fiscal Court
Chief Deputy County Clerk

Characteristics of the Class: Under limited supervision, performs responsible and varied 
administrative clerical and supervisory duties. Position involves a great deal of public contact by 
telephone and personally in office, recording and maintaining permanent records. Receiving 
money and issuing receipts. 

Essential Elements: (Any one position may not include all of the duties listed nor do the listed 
examples include all tasks which may be performed).

Examples of Duties: Process all recorded documents after they have been indexed by mailing 
them back to proper part and noting date and address on book copy or filing them in proper 
place. Assist customers and attorneys in real estate record searches. Register people to vote and 
maintain all files associated with voter registration. Process voter registration information into 
statewide computer network; also candidate filing information. Process encumbrances on real 
property and maintain a charge account book with State and Federal government. Calculates and 
collects delinquent real estate taxes. Issues fish and wildlife licenses to agents and bonds for 
notary public, officials and ministers. Assists County Clerk in any election duties necessary to 
conduct an election including all day on election day. Assists candidates in filing for office and 
explaining all procedures and forms. Filing typing a variety of forms and letters. Occasionally 
prepare and bank deposits. Some bookkeeping. Attend seminars. Calculate and type franchise tax
bills. Uses a variety of office machines including typewriter, calculator, copier, fax machine and 
computer equipment. These duties do not necessarily include all essential functions of this job.

Desirable Qualifications:

Training and Experience: High School graduate or the equivalency, supplemented by business 
school or previous office experience which provides the required knowledge, skills, and abilities.
Computer knowledge or experience.

Special Knowledge, Skills, and Abilities: Considerable knowledge of general office practices 
and procedures including bookkeeping or accounting and use of standard office machines. 
Ability to establish and maintain effective working relationships with other employees and the 
general public. Knowledge of arithmetic and English. Neatness of work and mature judgment. 
learning ability; mental alertness; tact and courtesy; accuracy and ability to communicate. 
Dependability. Integrity.


