
Job Description ‒ Deed Clerks (two 

positions available) 

Starting Salary $17.00 (or current pay 

scale for existing employees) 

Williamson County Assessor's Office 

Location: Marion, Illinois 

Reports To: Chief Deed Clerk / Assistant Supervisor of Assessments 

 

Position Summary 

The Deed Clerk plays a key role in the accurate processing, recording, and maintenance of 

documents related to real property transfers within Williamson County. 

 

Essential Duties and Responsibilities 

• Review incoming deeds and real estate transfer documents for completeness. 

• Verify grantor/grantee information and legal descriptions. 

• Update ownership information in the assessment software. 

• Process PTAX forms accurately. 

• Coordinate with other county departments on parcel mapping. 

• Maintain accurate filing and document indexing. 

• Assist the public, attorneys, and title companies. 

• Wait on taxpayers at the service window. 

• Answer phones and assist callers. 

• Support the Chief Deed Clerk with complex deed issues. 

• Performs any other duties as assigned. 

 

Required Qualifications 

• High school diploma or equivalent. 

• Excellent attention to detail. 

• Strong customer service and communication skills. 

• Ability to interpret legal descriptions. 

 

Preferred Qualifications 

• Experience in real estate, title work, or county government. 

• Familiarity with PTAX forms and Illinois property tax code. 

• GIS or parcel mapping experience. 

 

Physical Requirements 

• Ability to work in an office environment. 

• Ability to sit or stand for extended periods and handle documents. 

 

Benefits:  IMRF Pension 

  Health Insurance Available 

Life Insurance Available 

Sick, personal and vacation days 

 

Resume: Send resume to:  gclutts@williamsoncountyil.gov 


