
CIRCUIT COURT DEPUTY CLERK (LAND RECORDS/GENERAL) 
 
DEFINITION 
 
The Deputy Court Clerk is assigned general and operational responsibilities for a specialized area of 
the clerk's office. This individual personally handles the operational activities required for efficient 
caseload and daily processing in one or more of the following areas: records management, cash processing, 
land record matters and service to the public. The Deputy Clerk is required to plan, schedule, and monitor 
these activities to coincide with the overall needs of the court, other state agencies, and the public. In 
addition, the deputy ensures that the court and/or clerk’s instructions are executed and that legal papers are 
prepared with accuracy and in accordance with appropriate policies and procedures. 
 
The Deputy Clerk is responsible for manual and automated recording and indexing land record activities. 
This includes the proper calculation and assessment of recording costs and accuracy of prepared deeds and 
land record documents. This individual processes plats, deeds, marriage licenses, judgments, etc. 
  
REPORTING RELATIONSHIPS 
Works under the direction of the Circuit Court Clerk and from established policies and procedures. 
Minimal direct supervision is required but unusual financial transactions, bookkeeping problems, will and 
estate situations, or sensitive public relations issues will be referred to the Clerk. 
 
AUTHORITY 
The Deputy Clerk follows established policy and procedures; however, independent analysis and 
judgment is necessary to identify and correct errors. The position may require direct contact with the 
public, the bank, or other public agencies and organizations. 
 
DUTIES AND RESPONSIBILITIES 
1. The Deputy Clerk’s duties and responsibilities include but are not limited to the following: 
2. Collects, records and indexes land records and issues receipts. 
3. Maintains and updates financial and records management programs. 
4. Processes deeds/plats/surveys/land records for easy access indexing for the public. 
5. Prepares or assists clerk in preparing financial and budget reports or other statistical analyses as 
required. 
6. Ensures that proper and timely documents are received, recorded and indexed, both electronically and 
manually. 
7. Maintains marriage licenses and reports to state agency, as directed. 
8. Maintains general miscellaneous documents for public access. 
9. Assumes additional responsibilities on a temporary basis other than those primarily assigned to the 
position as required by management. 
 
QUALIFICATIONS GUIDE 
EDUCATION AND EXPERIENCE 
A combination of education and experience is required to provide competence in the areas of 
responsibility. Experience is generally more beneficial; however, education and experience may balance 
one another. Less experience may be balanced by education in relevant areas; conversely, less education 
than recommended may be balanced by increased experience in relevant areas. Generally, the following 
will apply: 
1. High school diploma or equivalent plus additional course work in such areas as accounting, 
bookkeeping, and data processing is recommended as one means of establishing competency. 
2. Some/considerable bookkeeping experience or familiarity with posting ledgers, journal entries, cash 
processing, and ability to prepare (or assist the clerk in preparing) required reports and budgets. 
3. Some experience in preparation of legal papers and familiarity with attorneys is helpful. 
 
DATA ENTRY OR TYPING SKILLS 



Most competitive applicants usually type 50 W.P.M. with high accuracy. 
 
TECHNOLOGY 
Proficiency in the use of personal computers, PC applications, such as Word and EXCEL, as well as 
automated records management and financial systems is required. 
 
INTERPERSONAL SKILLS 
Tact, diplomacy, and courtesy are necessary in order to deal with public requests for routine information. 
 
COMMUNICATION SKILLS 
Excellent verbal and written communication skills are preferred to assist the court clerk, supervise court 
operations, and respond to routine inquiries for information are required. 
 
 
 


