DEPUTY REGISTER IN PROBATE

GENERAL STATEMENT OF DUTIES: Performs a variety of clerical and administrative tasks as

Deputy Register in Probate; does related work as required.

DISTINGUISHING FEATURES OF THE CLASS: The employee in this class is responsible for
the proper maintenance, certification and filing of the Probate Court records. This employee also

performs a variety of clerical tasks related to the operation of the Register in Probate Office. The duties
of this position entail the answering of questions for the public, attorneys and others regarding probate
practices. The work is performed under the supervision of the Register in Probate and appropriate
judges.

EXAMPLES OF WORK :

Performs duties as outlined in appropriate Chapters of the Wisconsin

Statutes; Indexes, enters, files and records papers received including those dealing with the
administration of estates, probate of wills and guardianship, adoption and hospitalization matters;

Helps to maintain all court records, indices, files minute book and probate records;
Maintains records, reports and cards and sends to State weekly;

Makes entries into the court calendar for hearings on wills, claims and accounts;
Checks County newspapers to see that legal notices are properly published;
Collects and receipts initial Probate filing fees;

Makes entries into minute book and other records and ledgers;

Photostats documents, places in appropriate record book and prepares indexes;
Arranges for certified copies of documents for attorneys and others as requested;
Sends bills for filing and certification fees;

Answers questions and assists with inquiries about informal probate procedures;
Checks records periodically for compliance with statutory requirements;

Assists with the drafting of various papers and reports;

Responds to personal and telephone inquiries concerning probate matters;
Assists in Juvenile Court matters as assigned;

Performs secretarial and clerical duties for the Circuit Judge as required;

Serves as Clerk of Court in all Juvenile Court hearings and mental hearings;

Performs the duties of the Register in Probate during absences.

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES: Good knowledge of the procedures
and practices of the Circuit Court especially of matters relating to Probate functions; good knowledge of

office terminology, procedures and equipment, and of business arithmetic and English; some knowledge
of bookkeeping; skill in legal clerical activities; ability to maintain complex court records and prepare



reports from such records; ability to make decisions in accordance with laws, regulations and
established policies; ability to deal successfully with the public; thoroughness; accuracy; tact; good
judgment and reliability; good physical condition.

ACCEPTABLE EXPERIENCE AND TRAINING: Some responsible clerical experience, part of
which shall have been in clerical work pertaining to court or legal activities and completion of a standard
high school course, preferably supplemented by college courses or completion of business school

training; or any equivalent combination of experience and training which provides the required
knowledge, skills and abilities.



