1023

ABSTRACTOR SUPERVI SOR

NATURE OF WORK

This is technical supervisory work researching the I egal history of |and
and nmai ntaining the County's inventory of properties.

An enployee in a position allocated to this class is responsible for
supervising and participating in abstracting activities and assisting in the
construction of maps to scale, to maintain the County's inventory. Wrk invol ves
schedul i ng, assi gni ng and supervi si ng the work of subordi nate techni cal enpl oyees
and providing technical assistance on unusually difficult or conplex problens.
Work is assigned and revi ewed by an adm ni strative superior.

EXAMPLES OF WORK

Wites performance evaluations; issues counseling forms/disciplinary
actions; handles enployee conplaints and grievances; recomrends the hiring
term nation and pronotion of staff.

Supervi ses and participates in the researching of the |legal histories of
parcel s of | and.

Revi ews | egal histories prepared by subordinate personnel

Assigns work to subordi nate personnel

Mai nt ai ns the County inventory.

Researches data from naps, photos, deeds, and easenents.

Assists in the construction of maps to scale; lays out and describes
parcel s of | and.

Abstracts frompublic records i nformati on necessary for chains of title for
| and parcel s.

Performs related work as required.

REQUI RED KNOW EDGE, SKILLS, AND ABILITIES

Consi derabl e know edge of abstracting procedures in researching |ega
hi stori es of parcels of |and.

Consi der abl e knowl edge of the various sources of public recording of rea
estate information.

Sone know edge of drafting and cartography.

Skill in the use of nechanical drafting equi pnent.

Ability to plan, assign and supervise the work of subordinates.

Ability to abstract from public records.

M NI MUM ENTRANCE REQUI REMENTS

Graduation from high school or an equivalent recognized certification
consi derabl e experience i n abstraction, | egal histories of parcels of |and; sone
experience in mechanical drafting; or any equivalent conbination of related
trai ni ng and experience.
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