5-6-83
MUN G PAL BOND REA STRAR, 1515

Summary of Duties : Receives and checks bonds submtted for

regi stration and nmakes necessary entries in bond regi ster; prepares
checks for paynment of registered bond interest; naintains records of
all collateral and securities deposited in the Treasury and services
them and does rel ated work.

D stinguishing Features : Maintains joint physical custody of al
bonds deposited with the Treasurer and records pertaining thereto. The
position is one of considerable trust and responsibility, since the

i ncunbent registers all general obligation bonds and certain Revenue
Bonds requested by their owners. Wth the Deputy Treasurer the
Muni ci pal Bond Regi strar maintains custody of all bonds in the
Security Section of the Treasurer's vault. The procedures involved in
this work are very exact and detailed. They require a know edge of
the | aws governing bonds and securities; a know edge of accounting
practices and procedures; and a conprehensi on of the inportance of
absol ute accuracy.

Exanpl es of Duties : Receives bonds and revi ews docunents in
connection therewith to ascertain whether they are properly executed;
regi sters bonds and conducts correspondence relating thereto; collects
and deposits registration fees; detaches and cancel s coupons from
bonds; if previously registered, cancels forner registration upon
proper authorization, and reregi sters bonds; naintains bond

regi stration | edger; prepares and nails checks in paynent of interest
on bonds; maintains index and filing systemon bonds; prepares nonthly
paynent sheet show ng nanes of registered bond owners under each bond
I Ssue;

Mai ntains joint custody of all bonds in the Treasurer's vault;

mai ntains records of all collateral received frombanks to secure
deposits, of all securities received as investnments for the three
retirenment funds, and of all securities received as investnents of the
general fund, Departnent of Water and Power, and special funds;
mai nt ai ns wor ki ng schedul e of due dates on bonds and interest coupons
of all collateral and securities, clips such attached interest coupons
when due, and prepares themfor delivery to banks or other owners;

pl ans schedul e of work to neet deadlines and assigns work to

subordi nates; and nay occasionally be assigned to other duties for

trai ning purposes or to neet technol ogi cal changes or unexpected

emner genci es.

Qualifications : A good know edge of record keepi ng and accounti ng
nmet hods used to record bond transacti ons; a good know edge of thel aws
on negotiable instrunments; a good know edge of the processes and State
| aws applicable to the sale, purchase, registration, and redenption of
Muni ci pal bonds; a good know edge of the bond issues of the Gty and




of the various funds for which bonds are purchased, sold, and
redeenmed; a general know edge of street bond procedure; a general

knowl edge of accounting principles and teller procedure; the ability
to conpose letters, maintain records, and prepare reports; the ability
to understand and foll ow detail ed practices and procedures; and the
ability to deal courteously with the public.

Four years of full-tinme paid office clerical experience at |east at
the |l evel of Senior derk.

Physical Requirenents : The strength to performaverage |lifting of
five pounds and occasionally over fifteen pounds, and good speaki ng
and hearing ability. Persons wth handi caps may be capabl e of
performng the duties of this class. Such determ nation nust be nade
by the nedi cal exam ner on an individual basis.

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 the duties and responsibilities of this
position shall be.



