ALPENA COUNTY  
Legal Secretary

Department:  Equalization Department
Union Position:  YES 
STATUS:	Non-Exempt, Hourly Position
This position is nonexempt and is paid on an hourly basis; 40 hours per week.  
General Summary 
Under the supervision of the Equalization Director, performs a variety of tasks to assist in making the office run effective.  Assist in all areas of customer service for other County department, title companies, surveyors, realtors, banks, other financial institutes, assessors, treasurers and the public. Provide general clerical assistance to the director and appraiser.


Essential Functions:
1. Maintains all property transfers for the County, along with names and addresses.

2. Provides counter and telephone assistance to the public, county employees, title companies, surveyors, realtors, financial institutes, assessors, treasurers regarding property owners name, addresses,
state equalized and taxable values.

3. Invoices for copies, maps, data sheets, new address, and maintenance agreements for the townships, data sharing agreements.

4. Review and verify all information on documents received that transfer ownership of property.

5. Data entry of documents, real property statement to be mailed, date, owner’s name, address, sale price.  Write special notes: mailing address changes, the date and who requested it, death certificates, scan survey if available.

5. * assist in all areas of customer service, answers phones, conveys message, emailing, faxing, draft letters, proofreading and verifying number, filing, data entry, scanning documents, saving in files on computer, making copies documents/reports, sell and receipt for plat books, Microsoft word, Microsoft excel

	Other Functions:



	
Verifying property descriptions on deeds.   Processing split and combinations,
Sending information to NEMCOG for GIS updates

This list may not be inclusive of the total scope of job functions to be performed. Duties and Responsibilities may be added, deleted or modified at any time.


Employment Qualifications:



	Education:
	High school graduate or equivalent

	Experience:  
	Six month to one year prior clerical, experience

	
	Including knowledge of deed terminology.

	Other Requirements:
	
None Listed.



The qualifications listed above and intended to represent the minimum skills and experience levels associated with performance the duties and responsibilities contained in this job description. The qualifications should not be viewed as expressing absolute employment or promotional standards, but as general guidelines   that should be considered along with other job-related selection or promotional criteria. 
Physical Requirements: [This job requires the ability to perform the essential functions contained in this description. These include, but are not limited to, the following requirements. Reasonable accommodations will be made for otherwise qualified applicants unable to fulfill one or more these requirements]. 

Ability to lift and carry files and records.
Ability to enter and access information from a computer.
Stand for prolonged periods to assist customers at the counter.
Bending, Stooping, and crouching to retrieve records and files.

	Signature:
	
	Date:
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