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Manager, County Clerk-Recorder
Position closing date: July 7, 2017 at 5:00 PM

Butte County
The County encompasses 1,636 square miles of land with a population of
226,000 residents. The majority of County residents live in one of the five
incorporated cities or towns: Biggs, Chico, Gridley, Oroville or Paradise. Scenic
Butte County features both urban and rural areas, agricultural land, a flourishing
arts scene, CSU Chico and Butte College, vast outdoor recreation opportunities
and some of the best food (and drink!) in the state. It’s a great place to live, play
and work. We would love to offer you a tour of the area.

CITY OF CHICO
Chico is Butte County’s largest city and is home to
California State University, Sierra Nevada Brewery and
Bidwell Park; which is one of the largest municipal parks in
the nation (3,670 acres) that offers numerous trails for
biking, hiking and equestrian use. Chico is a vibrant
regional center for business, it offers many recreational
opportunities and embodies a combination of urban
lifestyle and rural attractions. For more information on
healthcare, housing, education, and public safety in Chico,
visit: https://www.downtownchico.com/live-here.htm or find
information at ChicoChamber.com.

TOWN OF PARADISE
Paradise is located in the Sierra Nevada Mountains. It
spreads out on a wide ridge with elevations ranging from
2,000 to 2,800 feet above sea level, between deep
canyons. Residents and visitors enjoy tall pines, majestic
oaks, cooler summertime temperatures, with occasional
winter snowfalls. While it is peaceful, it can also be an
engaging environment where there is plenty to see and
do, with many unique shops, dining options, and
performances at the Performing Arts Center. Welcome to
Paradise! To view a relocation guide, visit:
http://www.paradisechamber.com/

CITY OF OROVILLE
Oroville is the county seat of Butte County, located 65
miles north of Sacramento, off of Highway 70. Oroville is
considered the gateway to Lake Oroville and Feather
River recreational areas, which offer waterskiing, sailing,
kayaking, swimming, fishing, camping, and picnicking.
Oroville is rich in history, host to several festivals, and
has numerous wineries, olive tasting rooms, mandarin
orchards, 41 miles of bike trails, equestrian trails, a
variety of museums, and many more things to do. For
more Information about Oroville, visit:
https://www.orovillechamber.com/

About the Department
The Department consists of the County Clerk-Recorder Division,
Elections Division, Passport Services Division, and Archives Division, and
has 24 full time allocated positions. The County Clerk Recorder is an
elected county official who serves at the pleasure of the voters.
The department under the guidance and leadership of the County
Clerk-Recorder/Registrar of Voters is dedicated to the oversight of the
County’s election process, recording legal and real property documents,
and preserving, protecting, and providing access to Butte County records.
In addition, the department is an passport application acceptance facility
that is responsible for accepting and verifying passport applications for
submittal to the federal passport services agency. The staff provides
excellent customer service in a responsive, conscientious and uniform
manner with the highest degree of professionalism to both internal and
external customers.

Elections Division
The County Clerk-Recorder is the Chief Election
Official/Registrar of voters administers and conducts
regular federal, state, county, city, school and special
district elections, as well as recalls, and special
elections held within Butte County. The Elections
Division is the custodian for thousands of voter
registration and election records, and petition and
candidate filings in accordance with federal and state
laws. This division is also responsible for the
registration of voters, maintenance of voter files for the
County of Butte; promoting and encouraging voter
registration; processing and certifying initiative,
referendum, recall, and candidate nomination petitions;
processing and maintaining election records including
candidate filings; precinct and district boundary
maintenance; providing vote by mail balloting services;
locating and surveying polling places that are
accessible to the elderly and disabled voters; recruiting,
appointing, and training poll workers and election
workers; programming and testing ballot count voting
systems; tabulation and certification of ballots cast;
conducting official canvass of the vote, and any
recounts thereof. The County Clerk-Recorder is also
the official filing officer for campaign disclosure and
statements of economic interests as provided by the
political reform act.

Mission Statement:
Through continuous improvement in technology, the
County Clerk-Recorder/Registrar of Voters
accomplishes its mandated responsibilities in a cost
effective and efficient manner for the benefit of the
County citizens while remaining a leader in the North
State.

The Ideal Candidate
Under direction, participates in the planning and
administration of operations and supervises the daily
activities of the Elections Division. The ideal candidate must
have ability to plan, organize, supervise, train, and direct the
work of permanent staff on a daily basis, and large numbers
of temporary workers preceding and during elections, as
well as managing a variety of programs within the division;
serve as a liaison to management and staff for changes to
legislation and elections procedures and for coordinating
the implementation of a variety of federal and state laws,
regulations and procedures; demonstrate flexibility within
their daily workloads and during increased demands of each
election; assist with budget preparation, election billing, and
procurement of supplies/equipment; explain, and apply
laws, regulations, policies and procedures applicable to the
functions of the Elections Division; plan, direct, and
schedule the preparation and maintenance of
comprehensive and/or technical records, files, and reports;
classify and interpret statistical and related information;
analyze situations accurately, generate alternatives, and
adopt effective courses of action; establish and maintain
effective and cooperative working relations with the staff
and public; communicate clearly and concisely in oral and
written form; make presentations and explain formal
operational functions to public, county and other agencies;
assists with quality assurance and system security policies,
standards and procedures for hardware and software;
analyzes business trends and technology needs; assists in
the implementation of goals.

Education and Experience


Graduation from an accredited four-year college or university. Master’s
Degree preferred. AND



Three (3) years of substantial managerial, fiscal, personnel, or
administrative analytical experience. One (1) year experience must have
been in a supervisory capacity.



Progressively responsible experience in a related area may be
substituted for the required education on a year-for-year basis.



Valid Sate of California driver’s license, may be required to operate a
forklift.



Employees hired into this classification must file statements of economic
interests with the County Clerk-Recorder.

Compensation and Benefits
The salary range for the position is $67,204.80 to $90,064.00 annually
depending on experience and qualifications.
Retirement Plan
Health, Dental and Vision Insurance
2% @ 55 for classic PERS members; Are provided to the employee and
2% @ 62 for new PERS members.
dependents with costs being shared
by the County and employee.
Holidays and Vacation
Vacation is based on years of service Deferred Compensation
beginning at 15 days per year. There The County provides two voluntary
are 11 paid holidays per year.
457 programs in which each
employee may elect to enroll.
Other Leaves:
For more details please visit our
Sick leave includes 12 days of per
website at :
year. There is also bereavement
leave and 10 days of administrative
http://www.buttecounty.net/
leave per year.
humanresources for more information
or call Human Resources at
Life Insurance
530.538.7651.
The County covers $25,000 in life
insurance with additional coverage
available for purchase by the
employee at minimal cost.

Application and
Selection Process
If you are interested in this excellent
career opportunity, please visit
http://www.buttecounty.net/
humanresources/Employment to
complete an online application. In
order to be considered for this
position you must submit a copy of
your diploma or unofficial transcripts
by the recruitment closing date.
Following the closing date,
applications and resumes will be
screened according to the minimum
qualifications listed in this
announcement. Applicants will be
required to complete supplemental
questions as part of the application
process. Responses to the questions
will be used to assess qualifications
and will be scored to determine
ranking of best qualified applicants.

Butte County is an Equal
Opportunity Employer

CLOSING DATE
July 7, 2017 at 5:00 PM

