
PROGRAM COORDINATOR (LAND RECORDS) 
 
  
DISTINGUISHING FEATURES OF THE CLASS: Under general supervision, an 
incumbent of this class supervises and monitors the daily operations of the Land Records 
Division of the Office of the County Clerk by directing the receipt, recording and filing of 
real property documents. In addition, the incumbent is responsible for ensuring and 
supervising the security of records; the collection and reporting of fees and the operation 
of automated systems to scan all real property documents.  Supervision is exercised over 
professional, technical and clerical personnel.  Does related work as required.    
  

EXAMPLES OF WORK:  (Illustrative Only)   
  
Supervises the daily operations of the Land Records division of the Office of the County 
Clerk by ensuring the proper maintenance, filing, computerization, retrieval and storage of 
all real property related documents;    
  
Supervises professional, technical and clerical staff by establishing division priorities; 
coordinating daily workflow, and providing guidance in the various procedures used for 
land record maintenance and retrieval;   
  
Supervises the maintenance of the division's computerized indexing system by 
establishing and monitoring procedures used in daily operations; 
  
Manages the compilation and computerized imaging of all real property documents to 
ensure maintenance of copies for public access;    
  
Maintains responsibility for the maintenance and recording of all fees collected by the 
Land Record division; 
  
Maintains liaison with land title companies, title searchers, attorneys, and the general 
public on a daily basis to respond to inquiries and/or explain procedures of Land Record 
division;  
  
Manages the retrieval and storage of real property documents to ensure the proper 
maintenance and security of all files in the Land Records division;   
  
Responds to inquiries regarding division policy and procedure relating to the filing, 
storage, computerization, and access of real property documents; 
  
Prepares and submits reports to the County Clerk on divisional operations;   
  
Coordinates and schedules divisional staffing to ensure smooth daily operations and to 
ensure adequate coverage at information counters during employee absences or 
vacations;    
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EXAMPLES OF WORK:  (Illustrative Only) (Cont’d.)  
 
Serves as liaison between the Land Records Division and the Records Center;  
  
Assists in the preparation of the division budget;    
  
Advises and consults with departmental representatives as needed; 
 
Uses computer applications or other automated systems such as spreadsheets, word 
processing, calendar, email and database software in performing work assignments; 
 
May perform other incidental tasks, as needed.    
  
REQUIRED KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES:  Thorough 
knowledge of the laws pertaining to real property related documents; thorough knowledge 
of New York State procedural law relating to mortgage tax, transfer tax, etc.; thorough 
knowledge of the principles involved in the recording of legal documents related to real 
property; good knowledge of the practices and procedures used in scanning real property 
documents; good knowledge of practices and procedures used in automated record 
keeping and retrieval; good knowledge of administrative principles and procedures as they 
relate to office management; skill in the technical application of computer imaging 
processes; ability to supervise and coordinate the work of subordinates; ability to establish 
and maintain effective working relationships with state, local and county officials; ability to 
effectively communicate, both orally and in writing; ability to effectively use computer 
applications or other automated systems such as spreadsheets, word processing, 
calendar, email and database; ability to read, write, understand and communicate in 
English sufficiently to perform the essential functions of the position; tact; integrity; good 
judgement; physical condition commensurate with the demands of the position.   
  
MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE:   An Associate’s Degree* and 
eight years of experience where the primary function of the position was managing the 
recording, maintenance and disposition of real property related documents, two years of 
which must have been in a managerial or administrative capacity. 
 
SUBSTITUTION: Satisfactory completion of a Bachelor’s Degree* may be substituted on 
a year for year basis for up to two years of the experience. Additionally, satisfactory 
completion 30 credits* towards a Master’s Degree* may be substituted for an additional 
year of the experience. There is no substitution for the specialized experience. 
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*SPECIAL NOTE:  Education beyond the secondary level must be from an institution 
accredited and recognized by the Board of Regents of the New York State Department of 
Education as a post-secondary, degree-granting institution. 
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