5-27-88 TI TLE EXAM NER, 1943
SEN OR TI TLE EXAM NER, 1947
TI TLE CFFI CER 1948

Summary of Duties : Searches and examnes public and title conpany
records to determne ownership and interests in real property and
prepares abstracts and reports; or, supervises enpl oyees engaged in
such work and perforns the nore significant title searches; or,
supervi ses a conplete title and property transfer program and does
rel ated work.

D stinguishing Features : Enployees in the classes of Title Exam ner
and Senior Title Examner are responsible for the preparation of
conpl ete and accurate title reports. A Title Oficer is responsible
for directing a property transfer section in addition to directing a
title program Title reports are the basis for many Gty activities
such as property negoti ati ons, assessnment proceedi ngs, easenents, and
| awsui ts. Enpl oyees of these cl asses receive specific work
assignnents and are expected to submt title reports in final form A
conplete review of title reports is inpractical because the title
search woul d have to be redone. Therefore, title reports are only
reviewed for proper form informati on and | ogi cal sequence.

Enpl oyees of these classes follow well established policies and
procedures recogni zed by the title industry. Title Examners receive
general supervision while exercising good technical judgnment. Senior
Title Examners and Title Oficers receive imted supervision while
exer ci sing good technical, independent, and supervisory judgenent.
Enpl oyees of these classes are regularly required to visit various
public and private agencies and utilize their records.

A Title Exam ner anal yzes and eval uates title data and prepares
reports showng in whomtitle to property vests and the effects of
Iiens and encunbrances on title. The planning, review, and assi gnment
of work is usually the responsibility of a Senior Title Exam ner.
However, this may be the responsibility of a Title Examner where the
vol une and nature of the work does not require the services of a
Senior. A Senior Title Examner supervises a group of Title

Exam ners, while performng the nore significant assignnments and
coordinates the title services contracted to private agencies. A
Title Oficer supervises a conplete title and property transfer
program An enployee of this class nust plan and review staff's work
to ensure that title recommendati ons and property transfer agreenents
conformtopolicy and | egal requirenents and that they protect the
AGty's interests. A Title Oficer is designated by ordi nance as an
agent of the Gty in executing deeds and grants conveying properties
or interest in properties to the Gty.

Enpl oyees in these classes may occasionally be assigned to other
duties for training purposes or to neet technol ogi cal changes or
unexpect ed ener genci es.



Exanples of Duties : Title Examner : Searches the records of Gty,
County, State, other governnental agencies, courts, hospitals, and
title conpanies for evidences of ownership and encunbrances affecting
the title to, and interests in, real property; operates mcrofilm
readers; examnes and determnes the effects upon interests in rea
property of nortgages, trust deeds, quit clai mdeeds, dedications, tax
i ens, escheatnents, honesteads, tidelines, abandonnents,

conservat orshi ps, | eases, guardi anshi ps, inconpetencies, mechanic's

i ens, assessnents, easenents, zone restrictions, agreenents and ot her
encunbr ances; ascertains boundaries and prepares sketches of property;
assists in the sale of surplus property by answering questi ons on
encunbr ances, descriptions, and val ue of property; reports sale prices
of real property; prepares chains of title abstracts, and title
reports; may assist in the preparation of docunments for property
acquisition; may maintain a record as to the status of certain
projects; may appear in court as an expert w tness; nay assign
requests for title searches to other Title Examners; and may revi ew
conpleted title reports for proper format and infornation.

Senior Title Examner : Supervises Title Exam ners engaged in searching
public and title conpany records, determning ownership and interests
in real property, and preparing abstracts and reports; perforns title
sear ches whi ch may i nvol ve substantial liability to the Gty; assigns
title searches and reviews title reports prepared by Title Exam ners;
coordinates work with other Gty agencies; naintains records of the
status of title searches; determnes the legal instruments needed to
transfer title; reviews instrunents such as easenents, agreenents,
quit claimdeeds, partial releases, affidavits, and consents to
acqui sition of easenent and decl aration of subordination; and may
inspect real property to obtain information on physical features of
property; assists in the planning of a title program coordinates the
use of atitle conpany's plant facilities; contracts with private
title conpanies for the preparation of title reports and reviews title
i nformation received;

prepares correspondence; and may recomrend changes in policies and

pr ocedur es.

Title Oficer : Drects and plans a title program certifies public
ownership of land within assessnment districts; verifies Gty ownership
of land on which public facilities are to be built; supervises the
preparation of |egal instrunents necessary to convey or clear title;
prepares reports and correspondence; nmay act as a nmenber of an

i nspection teamto determ ne probabl e met hods of acquisition of |and
for a large project; nay approve the recording of title in connection
with the acquisition of property and property rights; may direct or
personal |y performspecial title searches of a confidential or highly
significant nature; directs the processing of property transfer
agreenents involved in the acquisition or sale of real property;

revi ews and approves board reports requesting authority to enter into
property transfer agreenents and checks for accuracy of terns and
conditions; ensures that the necessary instruments have been
accurately drawn and properly executed; supervises the preparation of




requests for demands, placing of funds in reserve, and the rel ease of
funds upon the fulfillment of the terns and conditions of the property

transfer agreenent; and notifies interested offices that property
acqui red or relinquished has been recorded.

Qualifications:

Title
Knowl edges :

Provisions of the Aty
Charter, ordi nances,
California statutes, and
court decisions relating
totitles and interests
inreal property and its
acqui sition or sale by
the Gty of Los Angeles; GCeneral
Met hods of coordi nati ng

property transfer

agr eement s;

Pur chasi ng and
accounting proce-
dures and forns;

Qualifications :

Title
Knowl edges:

Laws and regul ati ons
related to equal em
pl oynment opportunity
and affirmative
action;

Princi pl es of supervision
and per sonnel
nmanagenent ;

Safety principles and
practi ces;

G fice procedures and
practi ces;

Gty personnel rules,
pol i ci es and procedures;
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Title

Exam ner
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Wr ki ng

Wr ki ng

Seni or
Title
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Wr ki ng
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Cener a
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Good
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Wr ki ng
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Cener al



Menor anda of Under -
standi ng as they apply
t o subordi nate personnel; Cener al CGener a

Abilities:

Deal tactfully and
effectively with other
enpl oyees and the public; X X X

Communi cate effectively
wi th others; X X X

Prepare clear and

conprehensive title re-

ports and/or property

transfer agreenents; X X X

| nterpret maps, |egal
descriptions, and real
est at e docunents; X X X

perate mcrofil mreaders; X X X
Drive a AQty

vehic[e; _ X X X
Qualifications:

Seni or
Title Title Title
Know edges: Exam ner Exam ner Oficer

Mai ntain records on status

of title searches and/or

property transfer agree-

nment s; X X X

Review title reports and
determne the instrunents
needed to obtain title or
property rights; X X

Pl an, supervise, and re-

view the work of sub-

ordi nates engaged in

title examning and/ or

processi ng property

transfer agreenents; X X

Two years of full-time paid experience in searching, abstracting, and
examning titles to real property, including the use of all facilities
of a conplete title plant, one year of which was in examning titles,
is required for Title Exam ner.



Two years of full-time paid experience as a Title Examner is required
for Senior Title Exam ner.

Four years of full-tine paid experience as a Senior Title Examner or
in aposition at least at that |evel engaged in supervising enpl oyees
involved in title examning work is required for Title Cficer.

License: Al dasses: Awvalid California driver's license is
required.

Physical Requirenents : Al dasses: Strength to perform average
l[ifting up to 15 pounds and occasional ly over 25 pounds; back and | eg
coordination involved in activities such as stoopi ng and kneel i ng;
arm hand, and finger dexterity with both hands invol ved i n such
activities as reaching, handling, and feeling; good speaki ng and
hearing ability; and good eyesight.

Persons with nedical limtations nmay, wth reasonabl e accomrodati ons,
be capable of performng the duties of some of the positions in these
classes. Such determnation nust be nmade on an individual basis in
[ight of the person's [imtations, the requirenments of the position,
and the appointing authority's ability to effect reasonabl e
accomodations to the person's |limtations.

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



