
TO: 

SUBJECT: 

July 26, 2024 

County Personnel Policy Board Members 

Personnel Policy Board Meeting 
Thursday, August 1, 2024 
1:30 p.m., Commissioners Hearing Room 
County-City Building, Room 112 

A G E N D A 

ITEM 1: Election of Chair 

ITEM 2: Election of Vice-Chair 

ITEM 3: Approve Minutes from the July 19, 2024 meeting. 

ITEM 4: Request to revise and change the title of the following classification: 

CLASS CURRENT  PROPOSED   
CODE CLASS TITLE CLASS TITLE  
2601 Land Records Technician I Real Estate Specialist (A19) 

ITEM 5:  Request to revise, change the title and pay grade of the following classification: 

CLASS CURRENT  PROPOSED  CURRENT  PROPOSED 
CODE CLASS TITLE             CLASS TITLE  PAY GRADE PAY GRADE 
2602 Land Records  Senior Real  C08 ($49,747.36 - C11 ($55,323.84 

Technician II  Estate Specialist  $63,727.04) $70,855.20) 

ITEM 6: Public Comment 

ITEM 7: Miscellaneous Discussion 

Request for appeal hearing – IBEW– Steve Slapnicka – Engineering – Suspension ITEM 8: 

ITEM 9: Request for appeal hearing - IBEW – Steve Slapnicka – Engineering - Termination. 

pc: County Agencies 
Union Presidents 
Barb McIntyre 
Kristy Bauer 
John Ward  
John Corrigan 
Steve Slapnicka 
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 2601 

 LANCASTER COUNTY 

 LAND RECORDS TECHNICIAN IREAL ESTATE SPECIALIST 

 
 
NATURE OF WORK 

 

This is responsible clerical support work involving documenting, indexing, recording and 

assisting the public by retrieving and analyzing departmental records and information assisting federal, 

state and local government offices and the public with processing, maintaining and retrieving records and 

information related to real property, personal property and tax exemptions. 

 

Work involves accepting, reviewing and filing various documents noting the creation, 

modification and history of land real estate records; assessing and collecting filing fees; and assisting the 

public with accessing and interpreting records and information. Work also includes data entry and 

verification of recorded information; monitoring record processing to ensure consistent workflow; and 

processing incoming mail. The individual within this class performs a significant amount of computer 

data entry blended with frequent public contactand customer service. General supervision is received 

from an administrative superior with work reviewed in the form of accuracy, thoroughnesscompliance 

and effective interaction with the publicstakeholders. 

 

 

EXAMPLES OF WORK PERFORMED 

 

Accept, review and enter information obtained from incoming documents into specified computer 

databases; note irregular land tract information on designated index cards; identify and utilize coordinates 

and degrees to access map information; provide information to customers regarding historical and recent 

land transactions, accessing various computer databases and written records and referring to appropriate 

authorities when necessary. 

 

Time and date stamp incoming documents; provide information to the public regarding document 

recording and processing procedures; assist the public in locating and obtaining document information 

within the office; assess and collect recording fees; balance cash drawer amounts daily and complete 

receipts for monies accepted. 

 

Process Homestead Exemption applications; verify eligibility of Homestead Exemption applicant 

(ownership, account number, age, legal description, address, type of exemption requested); update and 

enter Homestead Exemption applications and personal property returnsinformation into the computer in 

respective databases. 

 

Perform general clerical and reception tasksduties including making copiesphotocopying, faxing 

information, filing, opening and sorting mail and generating routine correspondence; offer technical 

guidance to customers utilizing office maps, microfilm readers and on-site computer equipment. 

 

Monitor the data entry process to ensure continuity of document order, location of receipted 

documents and overall status of remaining work; coordinate and compile data for special projects as 

assigned. 
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DESIRABLE KNOWLEDGE, ABILITIES AND SKILLS 

 

Considerable knowledge of the principles, practices and procedures of records management as 

they pertain to the maintenance of government records and confidential or sensitive information. 

 

Knowledge of information management systems, records and equipmentcomputer hardware and 

software and modern office equipment. 

 

Knowledge of modern office equipment, practices and procedures. 

 

Knowledge of personal computer systems and common database applications. 

 

Ability to read and comprehendunderstand legal property descriptions, plats, maps, deeds and 

other related property or financial documents. 

 

Ability to effectively interact, cooperate and collaborate with team members to achieve 

designated goals and solve problems. 

 

Ability to establish and maintain respectful and effective working relationships with co-workers 

and the general publica diverse group of stakeholders. 

 

Ability to operate standard office equipment including computers and peripheral equipment, 

calculators, photocopiers, facsimile machines and microfilm readers. 

 

Ability to effectively communicate effectively both orally and in writingand present accurate and 

concise information in written or verbal form. 

 

Ability to prioritize work and complete work per identified timelines. 

 

Ability to effectively utilize personal time-management and organizational skills to successfully 

manage multiple responsibilities concurrently. 

 

Ability to file, index and maintain accurate recordsconsistently perform accurate and high-quality 

work. 

 

Ability to scan quantities of data and identify and communicate requested information in an 

appropriate format. 

 

Ability to accurately make routine financial transactions and tabulate general mathematical 

computations accuratelycalculations. 

 

Ability to perform accurate data entry work. 

 

Ability to manage confidential and sensitive information. 

 

 

MINIMUM QUALIFICATIONS 
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Graduation from high school or equivalent supplemented by coursework in real estate or records 

management and six months of experience working with public records or dispensing public information; 

or any equivalent combination of training and experience that provides the desirable knowledge, abilities 

and skills. 

 

 

 

 

9/128/24 

 

PS2601 



 2602 
 LANCASTER COUNTY 
 LAND RECORDS TECHNICIAN IISENIOR REAL ESTATE SPECIALIST 
 

 
NATURE OF WORK 
 

This is responsible and complex clericaladministrative work involving documenting, indexing, 
recording and assisting the public by retrieving and analyzing departmental records and 
informationoverseeing and directing business operations in the Register of Deeds or Homestead 
Exemption/Personal Property divisions of the Assessor/Register of Deeds Office. 
 

Work involves accepting, reviewing and filing various documents noting the creation, 
modification and history of land records or property assessment data; assessing and collecting filing fees; 
and assisting the public with accessing and interpreting records and information. Work also includes data 
entry and verification of recorded information; monitoring record processing to ensure consistent 
workflow; and processing incoming mail. This class is distinguished from the Land Records Technician I 
class in the complexity of work tasks performed and in the supervisory or technical support provided 
subordinate and less experienced personnel. General supervision is received from an administrative 
superior with work reviewed in the form of accuracy, thoroughness and effective interaction with the 
public facilitating departmental management by performing a variety of complex administrative 
responsibilities.  An employee in this class serves as a division lead, manages daily workflows, oversees 
compliance of divisional responsibilities, trains subordinate staff, develops standard operating procedures 
and improved operating methods and performs a variety of administrative and technical duties requiring 
accountability, initiative and the use of independent judgement within the framework of established State, 
and County policies, procedures and laws. Work is performed independently with work being reviewed 
by the Assessor/Register of Deeds or their designee in the form of statutory compliance and conformance 
with established departmental policies and procedures. Supervision may be exercised over other 
employees. 
 
 
EXAMPLES OF WORK PERFORMED 
 

Serve as subject matter expert for real estate record filings, property tax exemptions and personal 
property returns; perform complex and technical administrative functions and coordinate special projects. 

 
Examine existing departmental operations and recommend necessary improvements in 

administrative planning and organization, workflow, reporting structure and cost controls. 
 
Manage daily divisional workloads to ensure accuracy and statutory compliance of duties; assign 

and direct work of subordinate staff; assist with new employee orientation and training; assist with 
performance evaluations and personnel actions. 

 
Serve as system administrator for various electronic systems used by the Assessor/Register of 

Deeds office; add and delete users; provide training; authorize fee transactions; work with administrative 
team and vendors to resolve technical issues. 

 
Process, compile, research and analyze complex real estate records, tax records and related 

information; perform research on historical records; assist with fulfilling formal public records requests. 



2602   LANCASTER COUNTY LAND RECORDS TECHNICIAN 
IISENIOR REAL ESTATE SPECIALIST PAGE 2 

 
 

 
Establish and maintain professional and effective work relationships with internal and external 

stakeholders including the public, coworkers, supervisors and federal, state and local department or 
agency representatives; accurately communicate information, policies and procedures. 

 
Assist with developing and maintaining standard operating procedures, filing, accounting and 

data processing systems; assist with coordinating new systems with current procedures. 
 
Resolve complex departmental problems in accordance with established policies and procedures. 
 
Prepare and maintain statistical and financial reports for the County and the Department of 

Revenue. 
 
Relieve Assessor/Register of Deeds of designated administrative duties pertaining to certain 

operations of the department. 
 
Assist the Assessor/Register of Deeds, Chief Deputies and staff with other projects as requested. 
 
May supervise subordinate staff coordinating work assignments, ensuring staff coverage and 

evaluating work performance; acts as Land Technician staff resource person answering questions, 
assisting in complex recordings/searches, providing new staff orientation and coordinating special 
projects; assist management in evaluating and revising work processes and procedures to maximize work 
efficiency and effectiveness. 

 
Accept, review and enter information obtained from incoming documents into specified computer 

databases; note irregular land tract information; identify and utilize coordinates and degrees to access map 
information; provide information to customers regarding historical and recent land transactions, prepare 
assessment summary reports, accessing various computer databases and written records and referring to 
appropriate authorities when necessary. 

 
Process incoming documents; provide information to the public regarding document recording 

and processing procedures; assist the public in locating and obtaining document information within the 
office; assess and collect recording fees; balance cash drawer amounts daily and complete receipts for 
monies accepted. 

 
Perform general clerical and reception tasks including making copies, faxing information, filing, 

opening and sorting mail and generating routine correspondence; offer technical guidance to customers 
utilizing office maps and on-site computer equipment. 

 
Monitor the data entry process to ensure continuity of document order, location of received 

documents and overall status of remaining work; coordinate and compile data for special projects as 
assigned.  
 
 
DESIRABLE KNOWLEDGE, ABILITIES AND SKILLS 
 

Considerable knowledge of Nebraska Revised Statutes, Nebraska Administrative Codes, and 
policies and procedures related to the duties of the Assessor/Register of Deeds Office. 
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Considerable knowledge of information management information systems, records and 

equipment computer hardware and software. 
 
Considerable knowledge of modern office equipment, practices and procedures. 
 
Knowledge of personal computer systems and common database applications. 
 
Knowledge and understanding of various legal terminology related to real estate and 

documentation filed with the Assessor/Register of Deeds Office. 
 
Ability to analyze complex data sets to inform decision-making and operational strategies, 

displaying a capacity for strategic thinking and problem-solving. 
 
Ability to analyze and interpret administrative problems and comply with all statutes, regulations 

and policies governing the Assessor/Register of Deeds Office. 
 
Ability to effectively communicate and present accurate and concise information in written or 

verbal form. 
 
Ability to perform in an independent manner under the direction of a supervisor and to apply 

creative problem-solving abilities and personal initiative in performing work assignments with minimal 
supervision. 

 
Ability to effectively interact, cooperate and collaborate with team members to achieve 

designated goals and solve problems.  
 
Ability to train, coordinate, supervise and evaluate the work of subordinateother employees. 
 
Ability to read and comprehend legal property descriptions, plats, maps, deeds and other related 

property or financial documents. 
 
Ability to establish and maintain respectful and effective working relationships with coworkers 

and the general publica diverse group of stakeholders. 
 
Ability to effectively utilize personal time-management and organizational skills to successfully 

manage multiple responsibilities concurrently. 
 
Ability to consistently perform accurate, high-quality work. 
 
Ability to manage confidential and sensitive information. 
 
Ability to operate standard office equipment including computers and peripheral equipment, 

calculators, copiers and fax machines. 
 
Ability to communicate effectively both orally and in writing. 
Ability to prioritize work and complete work per identified timelines. 
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Ability to file, index and maintain accurate records. 
 
Ability to identify and communicate requested information in an appropriate format. 
 
Ability to make routine financial transactions and tabulate general mathematical computations 

accurately. 
 
 
MINIMUM QUALIFICATIONS 

 
Associates DegreeGraduation from an accredited four-year college or university with major 

coursework in public or business administration or a related field and four years equivalent in the area of 
real estate or records management and six months of experience in a responsible administrative capacity 
managing working with public records or dispensing public information; or any equivalent combination 
of training and experience that provides the desirable knowledge, abilities and skills. 
 
 
8/138/24 
 
PS2602 
 
























