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         Classification Description

Elections Supervisor
Department:
Auditor's Office






FLSA: Non-Exempt
Job Class #:  
101900







Represented: No
Pay Range:
0K06
Classification descriptions are intended to present a descriptive list of the range of duties performed by employees in this class and are not intended to reflect all duties performed within the job.
 

GENERAL FUNCTION
This is supervisory and administrative work in the Elections Division of the Pierce County Auditor's Office.  An employee in this class assists the Elections Manager with planning, organizing, directing and evaluating the activities of the Elections Division personnel.  This is a working supervisory position.  The employee is responsible for planning workload distribution, assigning work, adjusting assignments to accommodate work fluctuations and changes, monitoring work completed, taking corrective action to maintain acceptable quality standards, training new employees, evaluating work performance and other aspects of supervision.  In addition, the individual performs day-to-day duties specific to the Elections Division.  Activities are governed by the Revised Code of Washington (RCW), the Washington Administrative Code (WAC), the Pierce County Charter, and established policies, rules and procedures which must be understood and interpreted.  Considerable latitude for independent judgment and action is exercised within the area of supervision.  Work is reviewed by the Elections Manager. Evaluation is based on reports, supervisory skills, and results obtained.

ESSENTIAL JOB FUNCTIONS
· Supervises and coordinates activities of the Elections Division.  Determines work schedules and methods of expediting work flow.  Issues instructions and oversees work for exactness and conformance to procedures and policies.  Delegates work as necessary.

· Analyzes, formulates and changes operating procedures to facilitate the efficient operation of the department.

· Provides technical assistance to staff in answering questions and resolving problems related to elections and voter registration.  Understands and interprets the Revised Code of Washington (RCW) and the Washington Administrative Code (WAC) as they apply to the Elections Division.

· Assist with ensuring compliance with the Help America Vote Act and other federal requirements that pertain to elections and voter registration.

· Assists in interviewing and selecting Elections Division employees.

· Resolves day to day issues within the division.  
· Ensures communication between the employees at the Pierce County Elections Center and front office staff.

· Recommends promotional and disciplinary actions to the Elections Manager.  
· Approves leave requests and schedules staff vacations so that adequate coverage is available to maintain the work schedule and standards.

· Understands and is able to perform all the duties of the Elections Division.

· Conducts staff meetings with staff, ensuring that pertinent information is exchanged and problems are resolved in a timely manner.

· Trains staff in new departmental procedures, or operation and maintenance of equipment.  May prepare training manuals and preside over training classes.

· Consults with management regarding staffing needs, attends staff meetings, and makes recommendations regarding budget requirements for the department (such as staffing and equipment).

· Composes correspondence and routine letters.  

· Develops and maintains a positive working relationship with elections staff, department personnel, agencies and the general public.

· Ensures that the Elections Division functions run smoothly and efficiently.  Provides backup support for the division as needed.

OTHER JOB FUNCTIONS
· Performs other related assignments as required.

KNOWLEDGE, SKILLS AND ABILITIES
· Extensive knowledge of RCWs and WACS as they apply to Elections and Voter Registration.  Has management and supervisory skills to ensure the division operates smoothly and efficiently. Knowledge of the procedures and duties performed within the Elections Division. Knowledge of the principles and practices of office management. 
· Ability to evaluate the work of other elections staff. Ability to delegate work to staff as necessary.  This may involve training, developing documentation, and/or other tasks. Ability to develop short-range plans involving scheduling, personnel training and staffing projections. Ability to communicate effectively, both orally and in writing. Ability to operate all election division equipment, such as vote tallying equipment, high speed ballot envelope printers, etc. 
· Ability to establish and maintain effective working relations with co-workers, public and private officials, and the general public. Ability to work well with the public, handle stressful situations, and calm irate customers. 
· Ability to physically perform the essential job functions.

RECRUITING REQUIREMENTS
Four years or more of progressively, responsible office work,  extensive knowledge of the elections process is required.  A combination of education and experience may be substituted.

Special Note:  Standing, bending, climbing, lifting, and carrying heavy items may be required.  
Vacations are not approved during the election black out period that runs from candidate filing week through certification of the General Election (21 days post election).
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