
Scott County Fiscal Court
Deputy County Clerk/Real Estate

Characteristics of the Class: Employees in this class are experienced in clerical processing 
activities which are controlled by legal requirements or carefully defined practices. Duties 
include processing and distributing all incoming mail. Duties include monies, issuing receipts, 
recording all types of legal documents, issuing procedural information and processing various 
types of vehicle registrations. Position involves public contact with attorneys and other 
customers by telephone and personally in office. Answers phone and directs calls to proper party.
Maintains a file on bills sent to various agencies. Keeps a record of all documents returned for 
correction and vehicle registrations processed. Work is performed under the general supervision 
of the County Clerk.

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: Receives customers at the counter and takes telephone inquiries, 
explaining procedures. Records all types of legal documents from mail and customers. 
Documents must be verified for accuracy, lodged with date and time, proper fees collected and 
receipt issues. Processes all vehicle registrations that are received in mail. Keep record of all 
transactions done and date returned to customer; also record of documents returned for 
corrections. Keeps files on various types of bills sent out. Takes telephone inquiries, explaining 
procedures, takes requests for record searches and other information not immediately available. 
Has full knowledge and ability to perform all duties of vehicle registration clerk and performs 
those duties when necessary. Types forms and letters. Perform duties as a vehicle inspection 
officer. 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: 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.


