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Job Description:  DEPUTY COUNTY CLERK  
ELECTRONIC RECORDS & RECORDS MANAGEMENT CLERK 

 
CLASS NO: 706     EEOC CATEGORY:  Office and Clerical 
   
PAY GROUP:  15     FLSA:  Nonexempt 
 
SUMMARY OF POSITION 
 
Administration, maintenance, training and trouble-shooting of electronic records network.  Coordinate 
with several entities regarding the preservation, archiving, and destruction of county public records.  
Perform, administer, and maintain a variety of activities relating to electronic records and records 
management.     
 
ORGANIZATIONAL RELATIONSHIPS  
 

1. Reports to:  will receive direction from Office Manager, Chief Deputy Clerk and the County 
Clerk. 
 

2. Directs:  Instructs Deputy Clerks II and Clerks I in procedures and office policy when applicable 
 

3. Other:  Has contact with departmental employees, other county departments, attorneys, court 
officials, local, state, and/or federal agencies and the general public. 

 
EXAMPLE OF WORK 
 
Essential Duties* 
 
Coordinate with several electronic imaging entities to consolidate past and present records into 
electronic format;   
 
Maintain imaging, storage, printing, and back up of all public electronic records storage systems;  
 
Create and maintain FTP sites by obtaining data from public records for use by title companies, attorney 
offices, and financial institutes; including payments. 
 
Train co-workers on the use of the FTP system 
 
Develop and maintain departmental and statutory regulations relating to records retention, archiving, and 
destruction; under the direction of the County Clerk. 
 
Maintains physical records, including reinforcing book bindings, and monitoring dehumidifiers; 
 
Maintain accurate, up-to-date, readily accessible permanent county file records structure, located at the 
Historical Building in accordance with applicable laws;  
 
CLASS NO. 706 (Continued) 



*For the purpose of compliance with the Americans with Disabilities Act (ADA). 
This job description does not take into account potential reasonable accommodations. 
Updated and Approved CC 8/28/2012  

Chambers County 
 

 
Coordinate with local, state, and federal entities on the preservation of public records; 
 
Record instruments submitted to the County Clerk’s office on a daily basis, including examining, 
imaging, and proofreading, filing, and mailing instruments. 
 
Index real property records, including reviewing and researching previously indexed records and 
correcting mistakes or updating vague, incomplete, or missing information; 
 
Assist landmen, attorneys, and the general public with research of permanent real property records; 
 
Other Important Duties* 
 
Provide certified copies of records to landmen, attorneys, and the general public as requested; 
 
Receive payments, posts funds, and issues receipts for licenses, permits, certificates, services, etc.;   
 
Provide assistance to the general public on the telephone and at the counter in the County Clerk’s office, 
including providing information, filing instruments, issuing licenses, recording brands, providing 
certified copies, collecting and receipting fees, searching for records, etc.; 
 
Obtain information from the public to be used in completing various forms and applications, including 
birth, death, assumed name, and marriage certificates; 
 
Assist in preparation for and administration of county and general elections in accordance with 
applicable laws; 
 
Cross-train in functional areas of other Deputy County Clerks; 
 
Process applications and collect fees for livestock brands, etc. 
 
Register, files, indexes, and collects fees for wills to be registered for safekeeping; 
 
Issue certified copies of county documents including birth and death certificates, military discharge 
records, etc; 
 
Provide information to the public about the policies and procedures of the department, division, or 
sections; 
 
Provides assistance to the general public on the telephone and at the counter in the County Clerk’s 
office, including providing information, filing instruments, issuing licenses, recording brands, providing 
certified copies, collecting and receipting fees, searching for records, etc.; 
 
Obtains information from the public to be used in completing various forms and applications, including 
birth, death, assumed name, and marriage certificates; 
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Perform other related duties as may be assigned; 
 
REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES 
 
Knowledge of:  current business practices and procedures, computer networking in data archival 
program. 
 
Skill/Ability to:  demonstrate proficiency in both oral and written communication; operate calculator by 
touch; operate a computer using County approved word processing, data inquiry, and/or spreadsheet 
software packages, local area networking and equipment such as scanners, and CD writers; type 
accurately at a speed of at least 50  
words per minute; understand and carry out oral and written instructions; knows common legal 
terminology; establish and maintain effective working relationships with other county employees, 
officials, and the general public; make sound decisions under stress, and work well with interruptions. 
 
Moderate to heavy lifting due to court records and equipment. 
 
ACCEPTABLE TRAINING AND EXPERIENCE 
 
High school graduation, or its equivalent, four years of distributed network computer experience, plus at 
least one year of responsible clerical work related experience.  
 
Or any equivalent combination of experience and training which provides the required knowledge, 
skills, and abilities. 
 
CERTIFICATES AND LICENSES REQUIRED 
 
Must be bondable. 
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