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Position Title: Clerk Grade Level 1 - Step 1    ($20.41/hr) 

Department Registry of Deeds Date:  

Reports to: Register of Deeds FLSA Status  

 
Statement of Duties:  The Clerk performs clerical and record keeping work of a participatory 
nature assisting in all functions related to the operations of the Registry of Deeds the employee is 
required to perform all similar or related duties. 
 
Supervision Required:   Under the direct supervision of the Register of Deeds during 
probationary period, the employee becomes familiar with the work routine and uses initiative in 
carrying out recurring assignments independently with specific instruction. Following completion 
of probationary period employee functions under general supervision of the Register, on in his/her 
absence the Assistant Register of Deeds.  The supervisor provides additional, specific instruction 
for new, difficult or unusual assignments, including suggested work methods. The employee is 
expected to recognize instances which are out of the ordinary and which do not fall within 
existing instructions; the employee is then expected to seek advice and further instructions. 
Reviews and checks of the employee’s work are applied to an extent sufficient to keep the 
supervisor aware of progress, and to insure that completed work and methods used are technically 
accurate and that instructions are being followed.  
 
Supervisory Responsibility:   The employee as a regular part of the job, is not required to 
supervise any County employees. 
 
Confidentiality:  The employee has no access to departmental confidential records. 
  
Accountability:  Consequences of errors, missed deadlines or poor judgment may include adverse 
customer relations, legal repercussions and significant time loss caused by back checking by 
others and slowdowns in the processing of the work. 
 
Judgment:  Well-defined or detailed rules, instructions, and procedures cover all aspects of work. 
Judgment involves choosing the appropriate practices, procedures, regulations or guidelines to 
apply in each case. 
        
Complexity:   Although the work consists of routine or repetitive tasks and/or operations often 
with variations in well known or established procedures, each document presented for recording 
has the potential of containing complex issues which may require judgment decisions. 
 
Work Environment:   The work environment involves everyday discomforts typical of offices, 
with occasional exposure to outside elements. Noise or physical surroundings may be distracting, 
but conditions are generally not unpleasant. 
 
Nature and Purpose of Public Contact: Relationships with co-workers and the public involving 
frequent explanation, discussion or interpretation of practices, procedures, regulations or 
guidelines in order to render service, plan or coordinate work efforts, or resolve operating 
problems. Regular contact with the Massachusetts Land Court examiners and/or engineers to 
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resolve registration issues. Other frequent contacts are with service recipients and employees of 
outside organizations such as vendors, banks and/or developers/ contractors. More than ordinary 
courtesy, tact, and diplomacy may be required to resolve complaints or deal with hostile, 
uncooperative or uninformed persons.  
 
Occupational Risk:  Duties of the job present little potential for injury. Risk exposure is similar 
to that found in typical office settings. 
 
Essential Functions: 
The essential functions or duties listed below are intended only as illustrations of the various type 
of work that may be performed. The omission of specific statements of duties does not exclude 
them from the position if the work is similar, related, or a logical assignment to the position. 
 
Assists in activities relating to Registry of Deeds documents, laws, procedures, rules and 
regulations; assists professional staff as necessary; responsible for ensuring smooth running of 
daily operations. 
 
Examines and accepts or rejects registry documents at the counter; determines if documentation is 
in accordance with state regulations; reviews land bank forms and stamp for property transfers 
and makes proper notations on land bank forms; accepts and calculates excise monies, affixing 
stamps to deeds.  
 
Takes documents at counter; records document number; enters information into a customized 
computer software program; handles scanning of all documents and confirms returned pages for 
accuracy. 
 
Assists the general public in the furnishing of information and resolution of problems; researches 
questions; explains documents, recording information; assists the general public to find records 
and plans; makes copies of documents for the public as needed. 
 
Performs data entry work entering various information and data into the computer system; prints 
information and reports as directed; enters all unregistered land documents on the computer; 
prepares daily sheets. 
 
Assists department head with special projects and numerous administrative tasks; prepares and 
types a variety of reports, forms, records, memorandum, correspondence and other materials; 
performs data and word processing where appropriate. 
 
Prepares abstracts for Assessor’s offices of deeds and plans when requested;  prepares certified 
copies of recorded/registered land documents.  
 
Performs miscellaneous secretarial duties such as sorting mail, copying materials, maintaining 
files, scheduling appointments, answering the telephone; performs miscellaneous clerical work as 
directed such as maintaining statistical records and lists, and reviewing documents for accuracy.  
 
May screen and sort incoming and outgoing mail, distribute mail, bulletins and office supplies; 
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types a variety of correspondence, memoranda, forms, policies, cards, reports and log sheets; uses 
computer for word processing and data processing; performs data entry work; may trouble shoot 
computer problems; composes correspondence, may schedule appointments and meetings. 
 
May act as receptionist; answers the telephone and transfers calls to appropriate person or 
department; responds to inquiries from other department employees and the general public; 
responds appropriately to matters not requiring personal attention of supervisor; may receive and 
direct public at desk or counters; may research records for information requested, and prepare and 
issue simple forms or documents; may be required to make numerous administrative telephone 
calls to various organizations and persons such as courts, attorneys, etc. regarding departmental 
issues.  
 
Recommended Minimum Qualifications: 
 
Education and Experience: High School diploma or equivalent; one (1) year of related work 
experience; or any equivalent combination of education, training and experience which provides 
the required knowledge, skills and abilities to perform the essential functions of the job.  

  
Special Requirements:  None required. 
 
Knowledge, Abilities and Skill 
 
Knowledge:  Working knowledge of common policies, practices and procedures of the 
department and office operations; laws and regulations pertinent to position functions. 
 
Abilities:  Ability to interact effectively and appropriately with the public and other personnel, 
perform multiple tasks and maintain confidential information. Ability to maintain detailed, 
accurate records.  
 
Skills:  Proficient computer skills, mathematical skills, recordkeeping and clerical skills, written 
and oral communication skills. Proficient customer service skills. 
 
Physical and Mental Requirements  
The physical demands described here are representative of those that must be met by an employee 
to successfully perform the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the position’s essential functions. 
 
Physical Demands: Little or no physical demands are required to perform the work. Work effort 
principally involves sitting to perform work tasks, with intermittent periods of stooping, walking, 
and standing. May be required to stand for long periods of time. There may also be some 
occasional lifting of objects such as books, office equipment and computer paper (up to 30 lbs.) 
 
Motor Skills: Duties are largely mental rather than physical, but the job may occasionally require 
minimal motor skills for activities such as moving objects, operating a telephone system, 
computer and/or most other office equipment, keyboarding, and the filing of papers. 
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Visual Demands:  The employee is routinely required to read documents and reports for 
understanding. Specific vision requirements include close vision and the ability to adjust focus. 
 
This job description does not constitute an employment agreement between the employer and 
employee, and is subject to change by the employer, as the needs of the employer and 
requirements of the job change. 


