York County

Job Description

Job Title: Paralegal/Real Estate 


 
Revision Date: 06/15/01
Status:
Non-Exempt



   
Full time   x  
  Part time   
Department No. 51                                                                    Department Name: Sheriff’s Office                                                                                               

Reports to: Office Manager
Supervisors Name: William M. Hose


POSITION SUMMARY

Responsible for assisting with real estate sales. Also the processing of outer county and outer state legal documents.


Job Title: Paralegal/Real Estate

ESSENTIAL REQUIREMENTS, DUTIES, AND RESPONSIBILITIES

· Receive Writ of Execution from Prothonotary

· Prepare service forms to serve the notice of Sheriff’s Sale

· Enter the sale into the computer and money in the Escrow Book

· Make file folders for each individual sale

· Send notice of sale out with Deputy for service 

· Prepare and mail forms for Municipal Liens

· Type legal descriptions to be advertised and posted on property

· Proofread legal descriptions

· E-mail descriptions to York Legal Record and York Newspaper

· Send handbill out with Deputy for posting

· Notify Commonwealth of Pennsylvania of all sales

· Post all handbills in Sheriff’s office

· Enter return of service and posting property in computer and send to Attorney

· Prepare sale list for Sheriff’s Sale

· Prepare and mail cost sheets for Sheriff’s Sale

· Write and send checks to York Legal Record and York Newspaper

· Enter checks ad advertising date in computer and Escrow Book

· Make copy of York Legal Record and York Newspaper bills to file in each individual file folder

· Cut each individual sale out of the newspaper and tape it on a piece of paper and file it away

· Prepare lien holder service list and check to make sure all lien holders are served

· Contact Attorneys one (1) week prior to sale for any bankruptcies, services, lien holder affidavit for the Sheriff’s Sale

· When a sale is continued or cancelled enter in computer, write on sale list and handbill in Sheriff’s office, contact York Legal Record and York Newspaper if needed

· When bankruptcy is received enter in computer and contact attorney

· Check files with Sheriff’s Sale list before Sheriff’s Sale

· Attend sale and record each bid on cost sheet

· Collect money, write receipts, enter in the computer and Escrow Book

· Remove handbill from wall and take to Recorder of Deeds Office for mortgage search

· Prepare and send out bills after Sheriff’s Sale 

· Prepare, mail and post schedule of distributions

· Figure cost and close out cancelled sales files:

· Type receipt 

· Write and mail refund check to attorney

· Closeout in computer, Escrow Book and Fee Book

· Make copy of and return on Writ of Execution

· Make packet of original return of Prothonotary

· Make packet of permanent

· Prepare Deed for Sheriff to sign

· Figure cost and close out Sheriff Sale files:

· Type receipts

· Write check for Prothonotary, Recorder of Deeds, and refund check to attorney

· Take Deed to assessment for bar coding, then take Deed to Prothonotary for acknowledgment

· Make copies of the Deed

· Take Affidavit of Value, Deed, and check to the Recorder of Deeds Office

· Mail copy of Deed, receipt, refund check and receipt from Recorder’s Office to attorney

· Distribution of Proceeds from Sheriff’s Sale

· Write checks for transfer taxes, municipal lien mortgage

· File all permanent files in file drawers

· Receive out of County, out of State civil complaints and do the total processing necessary to complete the service attempt

· Additionally, in the case of an out of County, out of State PFA check for warrants and handgun permit when PFA is received

· Two hour counter duty everyday

· Process Annual Tax Claim Notices

· Pack year end files in boxes for archives 

Other reasonable duties as assigned by Supervisor.

Requirements are representative of minimum knowledge, skills, and abilities.  To perform this job successfully, the incumbent will possess the ability or aptitude to perform each duty proficiently, and comply with County policies and procedures, as outlined in the County Employee Handbook.


NON-ESSENTIAL DUTIES

(Additional duties that are required, although may be assigned to another employee

due to special circumstances applicable to the employee.)

Filing, Copying, Answering Phone
PHYSICAL AND MENTAL JOB REQUIREMENTS

Job Title: Paralegal/Real Estate
Please check those items that apply to the essential job functions of the job title listed above.  Each category must be completed.

1.  Schedule 
           x
Full-Time
           x
Day Shift
              Weekends 

              Part-Time
              Evening Shift 

2.  Supervision Level


Extremely Close Supervision

          
Moderate Supervision

          x 
Minimal Supervision

3.  Initiation of Work

              Supervisor Will Direct to Next Task

          x  Initiation Helpful, but Not Necessary

              Must Initiate Own Work

4.  Independence

              Supervisor Will Cue on a Frequent Basis

              Ability to Complete Assignments with Moderate Oversight Required

          x  Ability to Complete Assignments with Little Oversight Required

5.  Work Routine

              Routine Never Varies; Structure is Tight

          x
Occasional Routine Change; Generally Planned in Advance

              Routine Changes Often; Little Structure to Task Sequence

6.  Rate of Work

           
Fast Pace

          x 
Moderate Pace


Slow Pace

7.  Following Directions

           x
Full Understanding of Both Written and Verbal Instructions Required


Understanding of Verbal Instructions Only Required


Understanding of Written Instructions Only Required

8.  Communication - English

          x 
Excellent Verbal Communication Skills Necessary

          
Basic Verbal Communication Skills Necessary


Limited or No Verbal Communication Skills Necessary

9.  Functional Reading - English

           x
Fluent Reading

Recognition of Signs/Symbols

              Simple Reading

No Reading Skills Required

10.  Hearing





Seeing

           x 
Ability to Hear Required



     x   20/20 Vision with Corrective Eyewear


Hearing Not Required



         Limited Vision








         Vision Not Required

11.  Functional Math

          
Complex Computational Skills (Accounting and Financial Skills)

          x
Simple Computational Skills (Add, Subtract, Multiply, Divide, Percents)

              Simple Counting Skills

              No Mathematical Skills Needed

12.  Interaction with Customers

           x
High Visibility, Frequent Interaction Required

              High Visibility, Infrequent Interaction Required

            
Low Visibility, Frequent Interaction Required

          
Low Visibility, Infrequent Interaction Required

              No Interaction Necessary

13.  Appearance Requirements

           x
Compliance with Employee Dress Code Required

              Compliance Not Required due to Nature of Job

14.  Time

          x 
Must Tell Time to the Minute

          
Must Recognize Specific Times (Arrival, Departure, Breaks, Lunch)

15.  Orientation (Familiarity with Surroundings)

              Work Area
          x
Building Only


Room Only
              Several Blocks From Building 

16.  Mobility Skills


           x Mobility Within the Building

              Mobility Within a Four-Block Radius

          
Driving Required 

17.  Sitting





Standing

          
75% - 100%
          
25% - 50%

     75% - 100%
          x
25% - 50%

          x 
50% - 75%
              Less than 25%

     50% - 75%
          
Less than 25%

18.  Bending


          x
Knees and Waist
              Waist Only


Knees Only
           
No Bending Required
19.  Lifting


              Greater than 30 lbs.            Less than 10 lbs.

          x
10 - 30 lbs.
              No Lifting Required

20.  Reaching  


           
Greater than 6 Feet            Less than 2 Feet

           x 
2 - 6 Feet
            
No Reaching Required

These statements are intended to describe the nature and level of work being performed by people assigned to this position.  They are not intended to be construed as an exhaustive list of all responsibilities and duties required of the job incumbents.

x





x














