
JOB ANNOUNCEMENT
REGISTER OF WILLS FOR

PRINCE GEORGE’S COUNTY

DATE:  September 9, 2016





 CLOSING DATE:  September 23, 2016 
Classification Title: Clerk I  
Essential Job Functions:  Files reports, records, forms and other material according to office procedures; copies various materials; answers telephone calls in order to take messages, transfer calls to appropriate parties and provide routine information; greets and directs office visitors to appropriate individuals; scans permanently retained documents and relevant information; verifies information recorded by other personnel; researches office information systems in order to respond to request.
Work Location: Upper Marlboro, Maryland 
Salary:  Grade 9  ($28,702-$34,180 depending on experience)
Required Knowledge/Skills/Abilities:  Knowledge of probate and other legal terminology to identify and process forms/documents; knowledge of computer applications; ability to communicate effectively, both verbally and in writing; ability to maintain a courteous relationship with public, business officials and fellow employees; ability to work efficiently with considerable time constraints; ability to lift up to 50 pounds.  
Minimum Education/Experience Requirements:  
Education:  graduation from an accredited high school or possession of a high school equivalency certificate. Six months experience in an office setting.
Note:  College education may be substituted for the required experience at the rate of thirty credit hours for each six months of experience.
Submit Resume To:
Cereta A. Lee, Register of Wills





P.O. Box 1729





Upper Marlboro, MD  20773





FAX (301) 952-4489
-------------------------------

Equal Opportunity Employer

We do not discriminate on the basis of

Race, Religion, Color, Sex, Age, National Origin or Disability










