
 

 

LINCOLN COUNTY (SD)  
invites applications for the position of: 

 

Part-Time Office Assistant 

All applications must be submitted by 5:00 p.m. on the date the position closes. 

SALARY: $13.38 - $14.77 Hourly  

OPENING DATE: 10/26/17 

CLOSING DATE: 11/15/17 05:00 PM 

GENERAL INFORMATION: 

The Lincoln County Register of Deeds invites applications for a Part-Time Office Assistant to 

perform a variety of secretarial and clerical duties. This position offers a flexible schedule. 

Approximately 15 to 19 hours a week. 

EXAMPLES OF DUTIES INCLUDE: 

 Provide assistance and information to the public and other agencies through direct, 

telephone, and periodic mail contact. Perform property searches. Work with various lien 

matters. 

 Index documents such as mortgages, assignments, extensions, liens, deeds, plats, etc. 

manually and through the computer systems. 

 Page and perform data entry for recorded documents. 

 Process burial permits. 

 Assist the Register of Deeds with projects by performing a variety of clerical and secretarial 

tasks.  

MINIMUM QUALIFICATIONS: 

High school diploma or GED plus one year of general secretarial experience or comparable 

combination of education and experience. Working knowledge of modern office practices and 

procedures. Ability to operate a personal computer with reasonable speed and accuracy. Ability to 

prepare, compile reports, and process documents. Ability to work on multiple tasks within the same 

time frame, paying close attention to detail. Ability to communicate effectively verbally and in 

writing. Ability to establish and maintain effective working relationships with employees, other 

agencies, and the public. Ability to maintain professional appearance and demeanor. 

PREFERRED QUALIFICATIONS: 

Previous experience at a title/abstract company, real estate company, or an attorney's office. 

 
APPLICATIONS MAY BE FILED ONLINE AT: http://www.lincolncountysd.org 

OUR OFFICE IS LOCATED AT: 

104 N. Main 
Canton, SD 57013 

605-764-6609; 605-367-4337; HR@lincolncountysd.org  

Position #17-16 

PART-TIME OFFICE ASSISTANT 

JD 

Lincoln a County is an Equal Opportunity Employer and does not discriminate on the basis of race, color, creed, religion, national origin, citizenship, 

ancestry, gender, gender identity, sexual orientation, marital status, pregnancy, age, disability, veteran's status, genetic information, or any other 

protected group in accordance with state and federal law. Arrangements for accommodations required by disabilities can be made by contacting 

Human Resources at (605) 367-4337. 

 

http://www.lincolncountysd.org/
mailto:HR@lincolncountysd.org

