3-21-86
CH EF LAND RECCRDS DIVI SIQN, 1184

Summary of Duties : Directs enployees of the Land Records D vision of
the Gty Qerk’s Ofice engaged in the preparati on and nai nt enance of
real property ownership maps and records and in the preparation and
mai | ing of notices of Council hearings on assessnent proceedi ngs and
zoni ng changes; and does rel ated worKk.

D stingui shing Features : The Chief Land Records Dvisionis

di stingui shed by the responsi bl e nature of the adm nistrative and
supervisory duties in directing the work of the D vision.

Responsi bilities include planning, control and coordi nation of al
functions of the Land Records D vision, establishing procedures and
standards of production and quality, organizing the staff to secure
maxi numefficiency and naintaining liaison with appropriate Gty and
County of fices.

Exanpl es of Duties : Pl ans, organizes, directs and reviews, through a
subordi nat e supervisor, the work of enpl oyees engaged in entering
changes of title into conputerized records from copies of various
docunents; plotting divisions of real property on maps fromnetes and
bounds descriptions; segregating and indexi ng those copies of |ega
docunents affecting the titles of real property within the Gty
l[imts; preparing and naintai ning nmap records of each parcel of |and
inthe AQty, delineating new subdivisions on existing map records;
preparing organi zation charts, flow charts, and graphs for various
divisions of the Gty Qerk's (0fice; preparing and nmailing notices of
Counci | hearings on proposed zoni ng changes and on proposed speci a
assessnents required by the State inprovenent acts and Gty

ordi nances; and assisting Gty enployees and the public with inquiries
at the public counter.

Deci des questions of nethods and procedures related to the nai nt enance
of real property records; answers the nore difficult inquiries
regarding real property descriptions and ownershi p; nakes affidavit
that preparation and mailing of notices of above Council hearings
conformwith the forns and limtations of appropriate acts and

ordi nances; and prepares annual statistical reports and budget
estimates concerning activities and needs of the Land Records
Dvision. Coordinates the activities of the Division with other Gty
Aerk divisions, other Gty departnents, governnent agencies and
private industry; and devel ops and plans, in cooperation w th other

di visions and departnents, prograns and projects of nutual interest.

Qualifications : A good know edge of the Land Records D vision and of
other Gty and County offices and departnents which
haveresponsibilities relating to special assessnents and map and real
property records; a good know edge of the provisions of pertinent
State i nprovenent acts and Gty ordinances relating to speci al




assessnent procedures and the keeping of real property ownership
records; a good knowl edge of the methods and practices used in
determni ng, defining and describing | egal boundaries of real

property; a good know edge of real estate |law and the effect of al
types of |egal docunments on real property titles; a good know edge of
office practices and procedures; a good know edge of the principles of
supervi si on; a working know edge of drafting and surveyi ng term nol ogy
and practices; a general know edge of California realty practices,
transactions and forns; a general know edge of Gvil Service

Comm ssion Rules; the ability to read real property ownership maps and
interpret |legal descriptions; the ability to plan, |ayout, supervise
and review the work of subordinate enpl oyees; the ability to plot

nmet es and bounds descriptions of real estate holdings; the ability to
use protractors, scales, conpasses and straight edges; the ability to
deal tactfully and effectively w th subordi nate enpl oyees, public
officials and the general public; and the ability to prepare
statistical reports and budget estinates.

Two years of full-time paid experience in a class at the |evel of
Principal derk in supervising personnel engaged in one or nore of the
follow ng activities: map-naking, deed and docunent analysis, title
exam ni ng, special assessnment and zone charge appeal s, affidavit
preparation, ordinance violation referal or providing | and data to the
public is required for Chief Land Records D vision.

Physical Requirenents : Strength to performlifting up to five pounds
and occasionally over 15 pounds; good speaking and hearing ability;
and good eyesi ght.

Persons with nedical limtations nmay, w th reasonabl e accommodati on,
be capable of performng the duties of this class. Such determ nation
must be made on an individual basis in light of the person's
limations, the requirenents of the position, and the appointing
authority's ability to effect reasonabl e acconodati ons to the person's
limtations.

As provided in Gvil Service Commssion Rule 2.5 and Secti on
4.55 of the Admnistrative Code, this specification is
descriptive, explanatory and not restrictive. It is not
intended to declare what all of the duties and responsibilities
of any position shall be.



