STAFFORD COUNTY
REGISTER OF DEEDS OFFICE
DEPUTY REGISTER OF DEEDS

JOB RESPONSIBILITIES:

Perform all duties, statutory and clerical, of the Register of Deeds in the absence of that
official.

Receives legal instruments for recording, determines the accuracy and recordability of
instrument, determines and collects proper filing fees and obtains completed Kansas Real
Estate Sales Validation Questionnaires if needed.

Receipt and file stamp instruments and record information on computer and numerical
indices, and any other record book or file as applicable to each instrument.

Assists the public and users of the office whether in person, by phone, or by written or
electronic correspondence.

ESSENTIAL TASKS:

Have the office open and ready for business at 8:00 A.M.; see that it remains open until
5:00 P.M. Lunch breaks are staggered so that office remains open during the lunch hour.
On days where only one is working, the office will remain open if possible.

Check accuracy and completeness of incoming instruments, point out discrepancies to the
Register of Deeds. This includes correct legal descriptions, complete acknowledgements
and correct filing fees.

Proofread indexing of instruments, verify correctness, and take deeds to County Clerk’s
office for transfer.

In absence of Register of Deeds, receipt and file stamp all instruments, handle all
instruments with problems either by phone or by correspondence, and answer all other
general correspondence.

Maintain charge accounts and pre-paid accounts for copies. Generate and email invoices
to charge account and pre-paid account holders at the first of each month.

In absence of Register of Deeds, the following tasks will be done: In addition to daily
work, each morning, balance the previous day’s receipting, generate Activity Group
Report and Cash Drawer Details report as well as the Account/Fund Allocation
spreadsheet. Turn these into the Treasurer along with cash, coin and checks.



Assist with annual inventory and prepare office inventory sheets for filing in the County
Clerk’s office.

Take daily mail to the Post Office and run general office errands. Deliver recorded
documents back to local businesses when necessary.

Assist with maintaining general office supply inventory.

Assist the public with genealogy research either in the office or by answering
correspondence.

Provide prompt, courteous, and efficient service to the public and all other county
departments.

Set up accounts for online records subscriptions as well as recording notification
requests.

Perform all job tasks requested by the Register of Deeds.

The Stafford County Register of Deeds office is also a United States Passport Acceptance
Facility. All employees of the office must be trained and become certified passport
acceptance agents. This training will be in person in classes as well as online at times.
Recertification each year is mandatory and is achieved by passing a test. Passport
acceptance agent duties include:

e Taking photos for passports

e Checking documents for citizenship and identification

e Checking completed passport applications

e Filling in passport agent information

e Collecting proper fees for passports photos and acceptance agent fees

e Assembling applications appropriately, filling out transmittals and mailing
applications in person to the post office.



QUALIFICATIONS:

e High School diploma or equivalent.

e Minimum two years of similar or related office work experience preferred, but
hiring will be based on other factors as well.

e Knowledge of legal descriptions, legal documents and legal terms is helpful.

e Must be accurate on typewriter, computer, and calculator.

e Must be computer literate and knowledgeable of basic computer programs.

e Must be a U.S. citizen

e Must be over 18 years of age

e Must be able to pass a background check

e No federal or state felony convictions

WORKING CONDITIONS/ENVIRONMENT:

e Under supervision of the Register of Deeds when the official is in the office.
Close mental and visual concentration required.

e Must strive for accuracy in all work.

e Use computers, typewriters, calculators, scanner, postage meter, copier,
telephone, book scanner & daily scanner.

Essential functions of this position require prolonged sitting and standing, keyboarding,
oral and visual communications as well as listening skills, lifting books and supplies
weighing up to 30 pounds, retrieving record books from a height of 10 feet.

The Register of Deeds is an elected position, with elections every 4 years. This office
strives to always accommodate the public in a friendly efficient manner. This type of
performance is expected and anything different will not be tolerated.



