
RUTHERFORD COUNTY, TENNESSEE 
CLASSIFICATION SPECIFICATION 

 

CLASSIFICATION TITLE:                                                  REGISTER OF DEEDS 
 

 
 
PURPOSE OF CLASSIFICATION 
 
The Register of Deeds is a constitutional office established by the Tennessee state legislature as the 
custodian of legal documents pertaining to real property. These documents include Warranty Deeds, Deeds 
of Trust, Releases, Powers of Attorney, Liens, Plats, Amendments and other miscellaneous documents 
designated by state law to be recorded by the Register of Deeds. These documents are recorded and stored 
in several safe sites. 
 
 
ESSENTIAL FUNCTIONS 
 
The following duties are normal for this position.  The omission of specific statements of the duties does 
not exclude them from the classification if the work is similar, related, or a logical assignment for this 
classification.  Other duties may be required and assigned. 
 
Verify instruments are entitled to registration under the laws of this state; document time received. 
 
Maintains documentation regarding all instruments registered including uniform commercial code 
instruments. The documentation includes the names of the grantors, grantees, time of receipt (date, hour and 
minute) and the fees received. This shall be maintained in a well-bound book or computer storage media as a 
permanent record. 
 
Record or file the instrument in the appropriate book or record series. 
 
Update and maintain verification of registration. 
 
Preserve recorded copies of all deeds, deeds of trust and other instruments affecting interests in real estate as 
permanent records. 
 
Provide information to public as requested.  
 
Obtain books of trust deeds, land titles, mortgages and deeds of trust on personal property, contracts, leases, 
powers of attorney, commercial secured liens, and all liens filed under the uniform commercial code ; file 
separately as required.  
 
File records of bankruptcies, certified copies of petitions in bankruptcy, decrees of adjudication of bankruptcy, 
and orders of bankruptcy courts approving trustees’ bonds which may be tendered for registration. 
 
Respond to the treasury within ten (10) days of a request during an audit.   
 
Maintain and record microfilm as needed.  
 
Comply with state laws and regulations as required regarding county population. 
  
Comply with state rules and regulations regarding electronically transmitted information.  
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Rutherford County, Tennessee  Register of Deeds 
 

 
ADDITIONAL FUNCTIONS 
 
Performs other related duties as required. 
 
 
MINIMUM QUALIFICATIONS 
 
Any county resident over the age of 18 who is not otherwise disqualified from holding public office (by 
virtue of certain criminal convictions or other legal disqualifications) may seek the office of register. No 
educational or experience requirements apply to the office. The register is elected by popular vote at the 
regular August election occurring every four years coinciding with the governor’s election and takes office 
on September 1 following the election, upon receiving the proper certificate of election, being officially 
bonded as required by law, and taking the required oath of office. Failure to take and file the proper oath 
and bond is a misdemeanor offense. Must maintain a Tennessee Driver’s License. 
 
 
PERFORMANCE APTITUDES 
 
Data Utilization:  Requires the ability to review, classify, categorize, prioritize, and/or analyze data.  
Includes exercising discretion in determining data classification, and in referencing such analysis to 
established standards for the purpose of recognizing actual or probable interactive effects and relationships. 
Must possess a comprehensive knowledge of the terminology used within the department and be able to 
determine, decipher, organize, prepare and maintain an assortment of legal documents and information in 
an effective manner associated with the preparation of applicant’s transaction. 
 
Human Interaction:  Requires the ability to provide guidance, assistance, and/or interpretation to others 
regarding the application of procedures and standards to specific situations. Must be able to communicate 
effectively with supervisors, and other staff members. 
 
Equipment, Machinery, Tools, and Materials Utilization:  Requires the ability to operate, maneuver 
and/or control the actions of equipment, machinery, tools, and/or materials used in performing essential 
functions. Requires the knowledge and ability to operate various machinery including a cash register, 
computer, printer, typewriter, calculator, copy machine, facsimile machine, telephone, etc. 
 
Verbal Aptitude:  Requires the ability to utilize a wide variety of reference, descriptive, and/or advisory 
data and information. 
 
Mathematical Aptitude:  Requires the ability to perform addition, subtraction, multiplication, and division; 
the ability to calculate decimals and percentages; the ability to utilize principles of fractions; and the ability 
to interpret graphs. Requires the mathematical ability to handle required calculations. 
 
Functional Reasoning:  Requires the ability to apply principles of rational systems; to interpret instructions 
furnished in written, oral, diagrammatic, or schedule form; and to exercise independent judgment to adopt 
or modify methods and standards to meet variations in assigned objectives. Requires the ability to plan, 
organize, and prioritize daily assignments and work activities and to utilize and understand computer 
applications and techniques as necessary in the completion of daily assignments. Requires the knowledge 
of software programs relevant to position. 
 
Situational Reasoning:  Requires the ability to exercise judgment, decisiveness and creativity in situations 
involving evaluation of information against measurable or verifiable criteria. Requires the ability to 
comprehend and apply regulations and procedures of the department and be capable of working under a 
minimum degree of stress related to duties that require constant attention to detail and tight deadlines. 
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Rutherford County, Tennessee  Register of Deeds 
 

 
 
ADA COMPLIANCE/PHYSICAL DEMANDS ANALYSIS 

 
Physical Ability:  Tasks require the ability to exert light physical effort in sedentary to light work, but 
which may involve some lifting, carrying, pushing and/or pulling of objects and materials of light weight 
(5-10 pounds). Tasks may involve extended periods of time at a keyboard or work station. 
 
Sensory Requirements: Some tasks require the ability to perceive and discriminate visual cues or signals.  
Some tasks require the ability to communicate orally. 
 
Environmental Factors: Essential functions are regularly performed without exposure to adverse 
environmental conditions. 
 
 
 

PHYSICAL DEMANDS ANALYSIS 
 

1. STANDING AND WALKING 
Estimated Total Hours: __1.5__ Maximum Continuous Time: 15 minutes
 

2. SITTING 
Estimated Total Hours: __6.5__ Maximum Continuous Time: 45 minutes
 

3. LIFTING/CARRYING 
Objects: More frequent in the first quarter of the year 
 

Weight Hourly Daily Weekly Monthly Never 
<10 lbs  X    
11-25 lbs    X  
26-50 lbs    X  
51-75 lbs    X  
76-100 lbs     X 
>100 lbs     X 

 
4. PUSHING/PULLING 

Objects: on occasion 
  

5. CLIMBING 
Tasks: retrieving items from top shelf in storage room 
Device: Ladder 
Height: 9 feet from ground 
Frequency: Occasionally 
 

6. BENDING/SQUATTING/KNEELING 
Tasks: getting files 
Frequency: daily 
 

7. REACHING 
Hands Used:  RIGHT     LEFT    BOTH X 
 

Distance Direction Frequency Duration Avg. Weight 
0-20” Down Daily  <5lbs 
21-36” Down Daily  <5lbs 
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Rutherford County, Tennessee  Register of Deeds 
 

8. WORK CONDITIONS 
Exposure to Yes No 

Hot Temperatures  X 
Cold Temperatures  X 
Sudden Changes in Temperature  X 
Noise  X 
Fumes  X 
Cramped Quarters  X 
Cold Surfaces  X 
Hot Surfaces  X 
Sharp Edges  X 
Vibration  X 
Fluorescent Lighting X  
Computer Monitor Screen Glare X  

 
Inside Building _95__% of time 
Outside  __5__% of time 

 
9. OTHER JOB DEMANDS 

Does Job Require Yes No 
Crawling  X 
Jumping  X 
Lying on Back  X 
Lying on Stomach  X 
Twisting X  
Sweeping/Mopping  X 
General Cleaning  X 
Handling Trash  X 

 
10. HAND USE 

Type of Use Yes No Frequency 
Keystrokes X   
Grasp X   
Fine Motor i.e: writing, 
twisting hands or wrist, etc 

X   

 
 

-  -  -  -  - 
 
Rutherford County, Tennessee, is an Equal Opportunity Employer.  In compliance with the Americans with 
Disabilities Act, the County will provide reasonable accommodations to qualified individuals with disabilities 
and encourages both prospective and current employees to discuss potential accommodations with the 
employer.  Signatures below indicate the receipt and review of this classification description by the employee 
assigned to the position and the immediate supervisor. 
 
 

 ________________________________ 
 Employee's Signature 
 
 ________________________________ 
 Date 

 ________________________________ 
 Supervisor's Signature 
 
 ________________________________ 
 Date 
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