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Classification Specification
	

	
	2818000

	
	SUPERINTENDENT OF RECORDS - ASSISTANT 



Class Summary

The responsibilities of this classification include assisting in the planning, coordination and administration of the Records Section, also known as the Recorder’s Office, in the Division of Records and Licensing Services (“RALS”).  This classification reports directly to the Superintendent of Records and assists in the management of real estate documents and other selected documents, excise tax records and collection and document services to the public. 

Distinguishing Characteristics

This is a single-level classification.  This classification is distinguished from the Superintendent of Records in that the Superintendent of Records has the primary responsibility for the overall management of the Records Office, while the Assistant Superintendent of Records assists the Superintendent classification.

Examples of Duties (May vary by position)

1. Assist the Superintendent of Records in the planning, coordination and administration of the Recorder’s Office.  

2. Implement and improve processes to accept, record and electronically input documents filed with the King County Recorder's Office, such as real estate documents, land records, excise tax affidavits, marriage documents, surveys, wills, community property agreement, military discharge papers and miscellaneous documents.

3. Assist in managing the processes involved in collecting and distributing real estate excise taxes.

4. Manage the systems and processes involved in providing computerized document-search capabilities and copies of recorded documents to the public; supervise system access.

5. Advise the Superintendent of Records regarding overall procedural changes, unresolved service problems or other important issues.

6. Supervise the work of subordinate staff as assigned; hire/fire; coach and train; evaluate performance.

7. Plan and implement policies and procedures to comply with Federal, State, local and County legislation.

8. Develop, plan and implement special projects to facilitate the management and implementation of the functions of the Recorder’s Office.

9. May oversee the work of multiple programs.

10. Manage vendors or participate in vendor management; work with vendors to maintain and improve services.

11. Prepare revenue and expense reports, statistical reports and other reports.

12. Respond to questions and complaints from the public or other governmental agencies; refer unresolved problems to the Recorder.

13. Serve as contact for other County agencies, other counties and cities.  Serve on committees as a representative of the Recorder’s Office.
14. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Basic knowledge of County, State, and local statutes, policies and procedures 

Knowledge of human resources management techniques and principles

Basic knowledge of information technology systems capabilities and applications

Knowledge of customer service techniques and principles

Knowledge of budget preparation techniques and principles

Analytical and problem-solving skills

Organizational skills

Oral and written communication skills

Skill in working with diverse groups of individuals

Skill in understanding and using statistical data

Licensing, Certification and Other Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Exempt

	Levels within same series
	None
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