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DEPUTY REGISTER OF DEEDS 
 
FUNCTION OF THE JOB 
 
Under direction, to perform work of considerable difficulty assisting the Register of Deeds in the 
performance of the duties of the office, acts as Principal Deputy and performs statutory duties of the 
Register of Deeds in the absence of the Register of Deeds; performs other duties as required. 
 
CHARACTERISTIC DUTIES AND RESPONSIBILITIES 
 

1. Responsible for advising the staff and general public as to the interpretation of Wisconsin Statutes 
and Administrative Rules adopted by state agencies relating to various legal documents authorized 
to be recorded in the office of Register of Deeds and Wisconsin Vital Records documents. 

2. Manages and oversees the day-to-day operations of the Register of Deeds Office acting as Chief of 
Staff. 

3. Oversees, coordinates, and monitors the implementation and integration of the automation systems 
with work processes and workflows for the Register of Deeds office, including the establishment of 
written policies and procedures, and oversees training. 

4. Develops, implements, and maintains a variety of complex documents and files. 
5. Recommends and establishes complete indexing systems for legal documents that are recorded for 

public record as required by law, which includes preparing and reviewing requests for proposal and 
public records requests. 

6. Selects, assigns, trains, supervises, and evaluates staff and handles any personnel concerns. 
7. Plans, organizes, instructs in procedures, and reviews for accuracy and completeness the work of 

staff.  
8. Directs and supervises the examination, review, and administration of all legal documents which are 

prescribed by law to be recorded with the Register of Deeds office. 
9. Analyzes statutory changes; provides guidance on their impact on operations and directs and 

coordinates required procedural changes. 
10. Assumes responsibility of the office in the absence of the Register of Deeds per statute. 
11. Assists in the review and preparation of the department strategic plan and budget, including making 

projections for revenues and expenditures; initiates and provides justification for budget requests. 
12. Directs the execution of the operating budget; resolves or makes recommendations to the 

department head for corrective action for major variances. 
13. Furnishes information to inquirers regarding the work and procedures of the department; receives 

and attempts to resolve complaints. 
14. Responsible for the preparation of payroll for office staff, including the record-keeping of time-off 

usage and maintains other complex office record- keeping systems. 
15. Establishes and maintains office procedures and policies.  
16. Prepares detailed and complex recommendations and reports and makes detailed oral presentations. 
17. Establishes and maintains effective working relationships with staff, other County departments, 

outside agencies, and the public.  
18. Maintains prompt, predictable, and regular attendance. 
19. Performs other duties as required. 
 
QUALIFICATIONS 
 
Essential Knowledge and Abilities 
 

1. Thorough knowledge of land records, uniform commercial code, and vital records laws and their 
interpretation by the courts. 
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QUALIFICATIONS 
 
Essential Knowledge and Abilities (continued) 
 

2. Thorough knowledge of Wisconsin State Statutes and Administrative Code as they apply to the 
Register of Deeds office. 

3. Thorough knowledge of departmental programs, operation, and policy with respect to general 
function performed. 

4. Thorough knowledge of modern office practices, procedures, and equipment. 
5. Comprehensive knowledge of bookkeeping, cash management, and internal control procedures and 

practices.  
6. Comprehensive knowledge of modern government fiscal management practices, procedures, and 

methods. 
7. Comprehensive knowledge of administrative, managerial, and supervisory principles and practices. 
8. Considerable knowledge of the capabilities, uses, and requirements of computer hardware, software 

applications, and related equipment. 
9. Ability to quickly learn and apply the personnel or administrative practices and concepts that apply 

to the unit. 
10. Ability to carry out special and general assignments requiring organization of materials and 

development of procedures without direct supervision. 
11. Ability to initiate and install administrative and operational procedures and to evaluate their 

effectiveness. 
12. Ability to utilize word processing, database, presentation, and spreadsheet software programs. 
13. Ability to exercise judgment and discretion in the application and interpretation of fiscal 

management policies and regulations. 
14. Ability to make decisions in accordance with statutes, rules, regulations, and County policy. 
15. Ability to plan, organize, supervise, and evaluate the work of others. 
16. Ability to establish and maintain effective working relationships with staff, other County 

departments, outside agencies, and the public. 
17. Ability to effectively interact with sensitivity with persons from diverse cultural, socioeconomic, 

educational, racial, ethnic, and professional backgrounds, and persons of all ages and lifestyles. 
 
Training and Experience 
 

1. High School Diploma or GED. 
2. Five years of post high school office work experience, two years of which must be in a lead worker 

or supervisory capacity. 
3. Recognized post high school training in business, real estate, office administration, or a closely 

related field may be substituted for the required experience on a year-to-year basis to a maximum of 
two years. 

 


