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WOOD COUNTY, OHIO 
POSITION DESCRIPTION 

 
POSITION: Deputy Recorder         PAY GRADE:  3 
DEPARTMENT: Recorder         STATUS:  Classififed, FLSA Non-Exempt 
______________________________________________________________________________ 

PURPOSE OF POSITION 

The purpose of this position is to perform clerical work when recording documents in support of the daily operations 
of the Recorder’s Office.  
 
ESSENTIAL FUNCTIONS 
 
In addition to consistent and reliable attendance, the following duties are normal for this position. 
These are not to be construed as exclusive or all-inclusive. Other duties may be required and 
assigned. Other duties may be required and assigned.  Refer to the Comprehensive Position 
Questionnaire (CPQ) for this position for percentages of time. 
 
Supports the daily operations of the Recorder’s Office with an emphasis on the functional areas of:  
 

Front Counter:    
 Records documents for customers at window and counter; checks document for legibility; applies and collects 

appropriate fee; prepares document for recording; records UCC, PTAX, UCOM; records and certifies Veteran’s 
Discharges; enters Veteran’s Grave information. 

 Scans plats in Engineer’s Office; renames scanned document and moves electronic file from Engineeer’s office 
to Recorder’s Office. 
 
Legal:   

 Assists customers with property searches; place sheets in georgraphic image books to update.  
 Writes legal descriptions of recorded documents for indexing; check documents for legal/administrative 

requirements. 
 Proofreads and makes corrections on first check data entry audits. 
 
Run reports and queries; prepares monthly reports using spreadsheet and/or word processing programs. 
 
Returns unrecordable documents to customers with explanation of rejection. 
 
Performs data entry of documents to be recorded; inputs document data into database and places documents in 
numerical order for scanning;. 
 
Creates digital image and/or microfilm of recorded documents; scans and proofreads scanned document; redacts 
Social Security Numbers on scanned documents; creates, proofreads and checks microfilm; proofreads aperture 
cards; splices 35 mm film; prepares log of daily scanning information; labels microfilm ready for safe storage or 
customer’s film storage; cleans and calibrates scanner. 
 
Provides customer service to visitors at counter; makes copies of documents; locates and prints documents in 
computer system or with microfilm reader/printer; sends faxes by computer or with fax machine; assists customers 
with locating a document and with computer or printer problems; answers telephone, responds to questions and/or 
routes call to appropriate person to respond to customer’s question; operates cash register to totals charges, accepts 
payments and prepares receipts. 
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Processes incoming mail and routes to appropriate person; checks legibility of incoming documents and verifies 
accurate fees; collates, folds, posts and/or processes mailings and correspondence; processes and sends scanned 
documents and to customer via US Mail. 
 
MINIMUM QUALIFICATIONS 
 
High school diploma or GED equivalent with one year experience in a related clerical/administrative position 
involving document recording, data entry, copying, filing and/or customer service responsibilities; or an equivalent 
combination of education and experience that provides the requisite knowledge, skills, and abilities for this job.  
Valid driver’s license preferred. 
 
PERFORMANCE APTITUDES 
 
Data Utilization: Requires the ability to review, classify, categorize, prioritize, and/or analyze data and/or 
information.  Includes exercising discretion in determining data classification, and in referencing such analysis to 
established standards for the purpose of recognizing actual or probable interactive effects and relationships.   
 
Human Interaction: Requires the ability to apply the principles of persuasion and/or influence to specific situations. 
 
Equipment, Machinery, Tools, and Materials Utilization: Requires the ability to operate and control the actions of 
equipment, machinery, tools and/or materials requiring complex and/or rapid adjustments.  
 
Verbal Aptitude: Requires the ability to utilize a wide variety of reference, descriptive, and/or advisory data and 
information. 
 
Mathematical Aptitude: Requires the ability to perform addition, subtraction, multiplication, and division; the 
ability to calculate decimals and percentages; the ability to utilize principles of fractions; and the ability to interpret 
graphs. 
 
Functional Reasoning: Requires the ability to carry out instructions furnished in written, oral or diagrammatic form.   
Involves semi-routine standardized work with some latitude for independent judgment concerning choices of action.  
 
Situational Reasoning: Requires the ability to exercise judgment, decisiveness and creativity in situations involving 
a variety of generally pre-defined duties which are often characterized by frequent change. 
 
Physical Ability: Tasks involve the ability to exert light physical effort in sedentary to light work, which may 
involve some lifting, carrying, pushing and/or pulling of light objects and materials.   Tasks may involve extended 
periods of time at a keyboard or computer work station. 
 
Sensory Requirements: Some tasks require visual perception and discrimination. Some tasks require oral 
communications ability. 
 
Environmental Factors: Essential functions are regularly performed without exposure to adverse environmental 
conditions. 
 
Wood County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the 
County will provide reasonable accommodations to qualified individuals with disabilities and encourages both 
prospective and current employees to discuss potential accommodations with the employer. 


