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   Class Specifications 
   for the Class: 
 
   LAND COURT DOCUMENT RECEIVING CLERK II
 
Duties Summary: 
 
 Examines and registers instruments and maps presented for 
registration in the Land Court Registration System, and oversees 
work operations; and performs other duties as required. 
 
Distinguishing Characteristics: 
 
 In addition to performing the work of a Land Court Document 
Receiving Clerk I, a position in this class is concerned with 
assuring and directing the proper general operation of the Land 
Court Document Receiving section involving approximately three 
other employees.  General supervision is received in the 
performance of the work of this class. 
 
Example of Duties: 
 
 Assures proper attention to persons requesting service, and 
controls work and vacation schedules; handles unusual work 
situations; examines and registers deeds, mortgages, leases and 
other instruments and maps, presented for registration; 
determines outstanding mortgages, liens, easements and other 
encumbrances as they affect registration; refuses registration 
of instruments for non-compliance with statutes, rules and 
regulations; clarifies and enters into the Land Court Daily 
Entry Index all registered instruments and maps; makes concise 
memoranda of instruments and maps on original and owner’s 
duplicate certificate of title as to conveyance or intent; 
cancels original and owner’s duplicate certificate of title if 
all the land is conveyed; collects registration fees and 
examines conveyance tax certificates and collects amount of tax 
due; assists in the preparation and correction of instruments to 
be filed or recorded. 
 
Knowledge and Abilities Required: 
 
 Knowledge of:  Laws, rules and regulations pertaining to 
the registration of property; forms of conveyances; forms and 
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procedures used in the Land Court and the Hawaiian Land Systems; 
office practices and procedures. 
 
 Ability to:  Give and receive oral and written 
instructions; maintain work operations and deal effectively with 
other employees; understand and apply pertinent laws, rules and 
regulations; interpret information regarding deeds, mortgages, 
leases and other instruments; deal tactfully and effectively 
with the public. 
 
---------------------------------------------------------------- 
 
 This class replaces the old class of Land Court Document 
Receiving Clerk II (coded 1.685), which was approved on 
August 31, 1956. 
 
 
DATE APPROVED: 12/29/71 Clement L. Kamalu 

  for  JAMES H. TAKUSHI 
Director of Personnel Services 
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