
Scott County Fiscal Court
Deputy County Clerk/Vehicle Registration

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 receiving monies, issuing receipts, recording or filing transactions, issuing procedural 
information, and preparing summary reports. Position involves a great deal of public contact by 
telephone and personally in office. 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, providing standardized forms, and takes requests for record searches and 
other information not immediately available. Register and transfer vehicles, issue auto licenses. 
Receives, processes and records instruments of record, collects appropriated fees and receipting 
transactions. Collects taxes, issues receipts and may calculate penalties. Prepares and types a 
variety of forms and letters. Conducts record searches and/or updates existing records making 
changes in a prescribed fashion. Issues fish and game licenses. Issues marriage licenses and 
record for permanent record. Maintain inventory of plates, decals, and forms. Uses a variety of 
office machines including typewriter, calculator, copier, fax machine, and computer equipment. 
Filing. 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.


