		         A FREE MEMBER-ONLY RESOURCE OF THE 
MARINE RETAILERS ASSOCIATION OF THE AMERICAS

	Job Title:
	Title Clerk

	Department:
	Operations

	Reports To:
	  General Manager

	FLSA Status:
	  Non-Exempt

	Hourly Wage:
	  [FILL IN THE BLANK]

	Non-Exempt Statement:
	 As a Non-Exempt employee, this position is eligible for overtime.

	Prepared By:
	[FILL IN THE BLANK]

	Prepared Date:
	[FILL IN THE BLANK]

	Location:
	[FILL IN THE BLANK]

	Operational Hours:
	[FILL IN THE BLANK]



	Company overview (optional)





	company core values (OPTIONAL)







	[bookmark: _Hlk189632390]Position Summary




The Title Clerk ensures all sold boats, trailers and related vehicles have the proper licensing documentation completed, filed and delivered in a professional and timely manner. This role plays an essential part in supporting the sales and finance departments by preparing, submitting and tracking titles, registrations, warranties and related documents. Strong attention to detail, accuracy and organizational skills are required to ensure compliance and a smooth customer experience.

	Essential duties and responsibilities





Prepare all title applications as boats and vehicles are sold and/or transferred
Submit title applications to appropriate government agencies
Package title/registration documents and deliver to customers in a timely manner
Warranty register all qualifying units
Determine licensing fees, prepare checks and submit to appropriate offices
Order boat registration numbers and deliver to service manager
Maintain a detailed log of interim/temporary vehicle identification information (if applicable)
Follow up with appropriate contacts to complete missing information for licensing
Keep updated records of state licensing and registration fees
Handle sales representatives’ inquiries pertaining to licensing for customers
Verify accuracy of boat/trailer identification information on contracts
Perform other duties as assigned

	KNOWLEDGE, SKILL, ABILITIES


[bookmark: _Hlk6133993][bookmark: _Hlk3879218][bookmark: _Hlk5529801][bookmark: _Hlk3797719][bookmark: _Hlk5539721][bookmark: _Hlk5542995]
· Administration and Management: Strong understanding of business operations, dealership workflows and customer service principles. Ability to coordinate people and resources effectively to support warranty processes and department goals.
· Training: Ability to clearly communicate service expectations and support training of new team members. Willingly shares knowledge and contributes to a positive learning environment.
· Communication: Able to interact professionally with colleagues, clients, vendors, and manufacturers. Communicates clearly and effectively both verbally and in writing, including handling technical information, updates, and follow-ups.
· Customer Service: Demonstrates a customer-first mindset by providing respectful, prompt, and solution-focused service. Understands that excellent customer support drives satisfaction and long-term success.
· Organization: Highly organized with the ability to manage multiple claims, documents and deadlines. Skilled in simplifying processes and maintaining accurate records to improve department efficiency.
· Thoroughness: Maintains a detailed, methodical approach to warranty tasks. Ensures accuracy in paperwork, compliance with manufacturer requirements and follow-through on claim resolution.
· Technical Proficiency: Comfortable using dealership software, manufacturer portals and standard office applications. Familiarity with marine products and industry-specific systems is a plus.

	QUALIFICATIONS



[bookmark: OLE_LINK5][bookmark: OLE_LINK6]
The requirements listed below are representative of the qualifications required or preferred. Reasonable accommodations may be made to enable individuals with disabilities to perform essential job functions.

· Education and Experience: High school diploma or equivalent required. Previous licensing or title experience helpful. Dealership or finance experience and familiarity with dealership operations or marine service are considered a plus.
· Computer Skills: Proficient in Microsoft Office Suite (Excel, Word, Outlook). Ability to navigate dealership management systems (DMS) and warranty portals. Quick to learn new software and systems.
· Accounting and Analysis: Strong understanding of inventory, costs and sales. Able to reconcile warranty claims and payments accurately. Demonstrates analytical skills to identify discrepancies or trends in warranty-related data.
· Communication: Ability to interact professionally with colleagues, clients, vendors and manufacturers. Clearly communicates both verbally and in writing, especially in handling technical issues and updates with customers and internal teams.
· Self-Motivated: Ability to work independently while maintaining strong relationships with team members and customers.




	WORK ENVIRONMENT AND PHYSICAL DEMANDS



The work environment and physical demands listed below are representative of those an employee encounters while performing the essential functions of the job. Reasonable accommodations may be made to enable individuals with disabilities.

· Work Environment: The noise level in the work environment is usually quiet to medium loud. Work is done in an office, on a boat, on the dock or in a retail space.

· Physical Demands: While performing the duties of the job, the employee is regularly required to stand, sit or crouch for extended periods of time and regularly required to walk. Employee regularly uses hands and fingers to touch, feel and handle. Employee regularly stoops, kneels, bends at the waist and reaches. Employee is frequently required to speak and hear. Must be able to lift up to 25 pounds on occasion.

	COMPANY BENEFITS 




· [bookmark: _Hlk189638460]Access to medical, vision, health, and life insurance upon [FILL IN THE BLANK]
· 401k options
· Generous paid time off (vacation/sick/personal) / paid holidays
· Competitive wages
· Discounts on gear
· Boat usage perks
· Opportunities to grow within the company
· Education/training/certification reimbursements
· Travel opportunities
· Employee appreciation outings
· Casual and fun work environment

I have reviewed this job description, and it is accurate.  


______________________________________		______________________
Supervisor Signature				                 Date

______________________________________		______________________
Employee Signature				                Date

NOTE: This Sample Job Description is provided to you as an MRAA member benefit. While we’ve partnered with Amplified People Solutions to provide a comprehensive Sample Job Description, covering most of the duties for the position noted above, this document is intended to be a sample only, and MRAA makes no warranties on the document or its legality in any specific state, province or country. MRAA recommends that you check with local, state, provincial and federal laws and regulations to ensure compliance. By using the Sample Job Description, you agree to hold harmless and indemnify MRAA from any claims that may arise from your use of this document, including, but not limited to, any claims or causes of action initiated by employees of your business and the use of the Sample Job Description.
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