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Job Description
Title:
Chief Deputy Recorder



Code:                     14.68
Division: 







Effective Date:   01/21
Department:
Recorder’s Office




Last Revised:   01/21
GENERAL PURPOSE

Under general guidance and direction of the elected County Recorder, performs supervisory and principle administrative duties, working in a close, confidential relationship with the elected official. Incumbents in this classification would temporarily discharge the duties of the elected County Recorder in the event of their absence, disability, or vacancy of office. 
SUPERVISION RECEIVED
Under the Direct Supervision of the elected County Recorder
SUPERVISION EXERCISED

Provides Direct Supervision to the Recorder Manager and the Mapping Manager within the Recorder’s Office
ESSENTIAL FUNCTIONS

Duties include, but are not limited to, performing supervisory and principle administrative duties, providing support and direction to middle management personnel, and assisting the elected recorder in managing the operations of the Recorder’s Office.
· Manage attendance and time tracking of Recorder Manager and Mapping Manager; manage and approve time off request as determined by the office coverage needs.

· Supervise, plan, and coordinate the work of Recorder Manager and Mapping Manager.

· Recommend and initiate office projects to digitize, preserve, or otherwise improve the condition of the maps and other land records of the Recorder’s Office.
· Monitor changes in common law, state law, and local regulations impacting the recording, interpretation, and maintenance of land records.

· Assist in coordinating with other county departments regarding inter-departmental processes and procedures. 
· Provide recommendations for the department’s budget, including changes in workload, staffing, and priorities. 

· Research and recommend new technology; recommend and promote program development; oversee the implementation of new technology.
· Assist in developing strategies to meet changing needs, address problems, prioritize objectives, and improve services.

· Assist in determining office policy and procedures; ensure proper training and implementation of office policies and procedures.
· Recommend staffing decisions related to the hiring and retention of personnel and the administration of disciplinary actions in accordance with county personnel rules and regulations.

Perform day-to-day duties of the Recorder Manager or Mapping Manager as assigned and as time allows.

Perform other related duties as assigned.
MINIMUM QUALIFICATIONS
1. Education and Experience:

A. A Bachelor’s degree in office management, public administration, drafting, or other related field.

AND 
B. A UAC Recorder’s Cadastral Mapping Certification; or the ability to get one within six months.

AND

C. A minimum of seven years of hands-on experience in a Recorder’s Office or other similar equivalent position.
OR

D. An appropriate combination of education and experience.

2. Required Knowledge, Skills, and Abilities:
· The ability to speak/read/write the English language.

· Basic computer literacy including a high competency level of operating Windows, Word, Excel, Email and various Website User Interfaces.

· A knowledge of the function of the Recorder’s Office and its relationship to other county offices, departments, municipalities, and the land title industry.

· A knowledge of legal documents related to land records including terminology, type, and composition with the ability to read, understand, and analyze the content of the documents. 

· A knowledge of record title including an understanding of legal descriptions and chain of title with the ability to identify discrepancies and other issues with legal descriptions and chain of title.

· A knowledge of legal title and unwritten rights issues. 

· A knowledge of recorder indexes and which recorded documents need to be included in which indexes. 

· A knowledge of how to perform basic mathematical calculation related to bearings, distances, and acreages. 
· A knowledge of real estate and conveyance laws of the State of Utah.
· A knowledge of drafting and cartography including the techniques, tools, and methods utilized through history.
· A knowledge of mapping scales and their appropriate use.
· A knowledge of civil engineering and surveying practices and procedures with regards to land ownership and land records.
· A knowledge of personnel management including administering performance evaluations. 
· An advanced level of customer service and interpersonal skills and be able to verbally and audibly communicate in person and over the telephone with managers, co-workers, and office patrons.

· An advanced level of organizational and multitasking skills.

· An advanced skill level of accounting and money handling; including producing reports and summary’s as required by county financial.

· An advanced skill level related to interpreting ownership maps and property descriptions. 

· An advanced skill level of independently researching title without guidance.
· An advanced skill level related to department management and leadership. 
· Must be able to letter and draw clearly and artistically.

· Must be able to teach office patrons how to access information in our county recorder system, in our county online core platform, and through our county GIS interfaces.

· Must be able to extract relevant and useful elements of information from vast amounts of information presented in recorded documents
· Must be able to work under pressure without losing accuracy.

· Must be able to work independently, quickly, and accurately without direct supervision.

· Must be able to focus attention on small details without losing productivity.

· Must be able to scan, copy, and print various maps, books, microfilm, and historical documents. 

· Must be able to work directly with the office patrons providing basic research instructions and customer service.

· Must be able to visually work with computers, documents, and money.

· Must be able to track specialized charges and collections, and refund monies when required. 
· Must be able to oversee the departments purchase orders and maintain departments financial receipts and statements.
3. Work Environment:

This job operates in a professional office environment. This position requires frequent contact with office patrons which exposes incumbents to individuals that may be angry, agitated, or otherwise upset. Incumbent of the position routinely use standard office equipment such as laptops, desktops, smartphones, photocopiers, scanners, shredders, and file cabinets in a typical office setting with appropriate climate controls. The noise level in the work environment is usually moderate. Tasks require a variety of physical activities such as walking, standing, stooping, sitting, reaching, talking, hearing and seeing.  Common eye, hand, finger dexterity required for most essential functions.  Mental application utilizes memory for details, verbal instructions, emotional stability and critical thinking.
