ROBERTS COUNTY DEPUTY CLERK & DEPUTY VOTER REGISTRAR
	40 Hours per week (Monday – Thursday 8:00 a.m. to 5:00 pm & Friday 8:00 a.m. to noon)
				Additional hours during Election time
	Must be bondable
	High School Diploma or GED; college/business/technical training helpful

Essential Skills:
Data entry, formatting, navigating online customer portals/databases-– PC, MS Word, MS Excel, 
Adobe, E-File Texas
Ability to follow and retain written and verbal instructions
Detail oriented
Follow procedures established by statute and office policy
Ability to maintain high level of concentration despite frequent interruptions
Ability to keep information confidential
Clear, legible handwriting and typing capabilities
Must have pleasant attitude and enjoy helping people
Must be able to work within interoffice structure
Good communication skills and good telephone etiquette
Ability to sit and / or stand for long periods of time
Regular and punctual attendance is an essential function of the position

Principal Duties:
	Perform usual office duties and responsibilities during absence of Clerk
	Assisting the public in person and by phone
	Proper processing and docketing legal instruments (physical & electronic)
	Data entry of daily recording and filings (physical & electronic)
	Print Monthly Index
	Copying documents requested by customers (physical & electronic)
	Receipt payments, fees, and court costs
	Researching records on limited basis
	Multi-Departmental duties
	Posting Public Notices
	Voter Registration / Election duties
	Bi-Lingual helpful but not required

General Activities:
	Including but not limited to: Organizing, coordinating, evaluating, planning, reading, sorting, 
		Comparing, problem solving and assisting

Office Related Physical Activities:
	Including but not limited to: Data entry, typing, operating stand-alone copier/printer, standing, 
		Verbal & written communications, sitting, lifting, sorting, stooping, reading, bending,
		Carrying, filing, stair stepping, walking, and handwriting

A BACKGROUND INVESTIGATION, INCLUDING A REVIEW OF ANY CRIMINAL HISTORY INFORMATION
	MAY BE CONDUCTED AS ALLOWED BY LAW

ROBERTS COUNTY DOES NOT DISCRIMINATE ON THE BASIS OF RACE, COLOR, NATIONAL ORGIN, SEX, 
           RELIGION, AGE OR HANDICAPPED STATUS IN EMPLOYMENT OR THE PROVISIONS OF SERVICES.
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