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POSITION DESCRIPTION

DEPARTMENT:  County Clerk / Elections

POSITION TITLE:  General Ledger \ Real Estate Clerk

GRADE:  3
EMPLOYMENT CATEGORY:  Regular Full-Time
STATUS:  Non-Exempt

REPORTS TO:  County Clerk 

    (In the absence of the County Clerk - reports to Deputy Clerk/Assistant Deputy Clerk)

POSITION SUMMARY:  
General Ledger Clerk – Reviews and balances general ledger transactions detail.  Analyzes detail for accuracy and completeness.    

Real Estate Clerk - Receives and records deeds and other instruments of record.  Maintains current name and address information for real estate tax statements and real estate permanent record books.

Other – Reconciles Petty Cash bank account.  Prepares for Elections as needed.  Works on Election night.  Issues fish and game licenses and park permits.  Prepares Homestead Tax refunds.  Answers telephone inquiries.  Assists with voter information on registration and advanced voting ballots.  Assists other departmental clerks.  Assists with mailroom operations.  Prepares “Bonded Indebtedness” report for state abstract.  

FUNDAMENTAL JOB DUTIES:  
General Ledger Clerk – Reviews and balances general ledger transaction detail from the Treasurer's Daily Statements into CIC budgetary software daily.  Analyzes the Daily Statement detail for history of transactions to detect missing payments, coding errors, etc.  Daily analyzes Fund Status report, summary and detail data reports for accuracy.  Notifies County Clerk and Finance Officer of “unusual” negative account balances.  Offers reconciling adjustments or journal entries.  

Real Estate Clerk - Receives and records deeds from the Appraiser's Office in CIC TAS software and records on real estate books.  Maintains current name and address information for real estate tax statements and real estate permanent record books.  Records probate cases, death certificates, civil and divorce cases involving real estate or any other instruments of record which involves or alters the status of real property.

Other - Answers telephone, assists public, answers inquiries or refers to appropriate person or department.  Assists low-income and elderly persons applying for Homestead Tax refunds.  Issues fish and game licenses and park permits on the KOALS system.  Assists customers at the counter wishing to register to vote or to obtain an advanced voting ballot or other counter activity.  Works Election Night.  Solicits election workers for each election and updates status in ELVIS software.  Notifies voting places and election board workers by phone and mail.  Prepares and mails all necessary notification forms, oaths and reminder notices to election workers and political party chairpersons.  Reconciles the petty cash bank account monthly.  Receives information from various taxing entities and compiles “Bonded Indebtedness” report for state abstracts.  Operates postage machine.  Maintains copier and fax machine.  Performs any duties required to run the election and County Clerk’s Office efficiently.
EDUCATION:  Post-Secondary Education/Degree/Certification in secretarial, accounting, business or equivalent, plus three years office experience required.  
EXPERIENCE / SKILLS:  Occasionally develops own methods.  Exercises professional judgment with some supervision.  Uses standard procedures.  Unusual problems are referred with suggestions for solution.  No supervisory responsibilities.  Frequent close mental and visual attention required.  Must be willing to attend workshops, meetings and seminars.  Requires legible handwriting.  Computer data entry and 10-key calculator experience required.  Requires knowledge of MS Office and related applications.  Knowledge of real estate deeds desired.  
PHYSICAL REQUIREMENTS / ABILITIES:  Continually carrying real estate books and bending to place on shelving.  Occasionally lifts boxes of supplies or books weighing up to 20 pounds.  Occasional bending, lifting and stooping.
WORKING CONDITIONS / ENVIRONMENT:  Sits at desk.  Stands to wait on public at counter.  Has frequent contact with public.  Works in well-lit and climate controlled office.  Continually uses computer and telephone.  Frequently uses calculator, copier and fax machine.  Public needs must be the main emphasis, however, occasions of dealing with difficult people will occur.   
QUALIFICATIONS:  Must be a Qualified Elector to work as an Election Board Worker pursuant to K.S.A. 25-2804(b).

These specifications should not be interpreted as all-inclusive.  It is intended to identify the major responsibilities and requirements of this job function. The incumbents may be requested to perform job-related responsibilities and tasks other than those stated in these specifications.
Job descriptions assist organizations in ensuring that the hiring process is fairly administered and that qualified employees are selected.  All descriptions have been reviewed to ensure that only essential functions and basic duties have been included.  Peripheral tasks, only incidentally related to each position, have been excluded. Requirements, skills, and abilities included have been determined to be the minimal standards required to successfully perform the position. In no instance, however, should the duties, responsibilities, and requirements delineated be interpreted as all inclusive.  Additional functions and requirements may be assigned by supervisors as deemed appropriate.  In accordance with the Americans with Disabilities Act, it is possible that requirements may be modified to reasonably accommodate disabled individuals. However, no accommodations will be made which may pose serious health or safety risks to the employee or others or which impose undue hardships on the organization.

I have reviewed this job description and I can perform the essential functions of this position, with or without, reasonable accommodations. I have also received or have been offered a copy of this job description.

Employee Signature_________________________________________________ Date _______/________/_______
Department Head Signature_______________________________________________________________________
REVISED: August 2018
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