DOUGLAS COUNTY GOVERNMENT (CO)
invites applications for the position of:

Elections Lead Specialist

An Equal Opportunity Employer

& DouGLAS COUNTY

SALARY: $3,550.00 - $4,438.00 Monthly
OPENING DATE: 03/26/19

CLOSING DATE: Continuous

DESCRIPTION:

The Elections Lead Specialist assists in the supervision and coordination of elections operations,
staff, and election judges including voter services, mail ballot processing and the conduct of
elections. The objective of this position is to perform a variety of functions and diverse support
roles on a routine basis. Mail Ballot Processing responsibilities are prioritized over other duties
during election cycles, which may increase or decrease dramatically depending on the Elections
cycle. In the absence of the Operations Manager, assumes responsibility for front-line functions
associated with elections operations. This is a highly visible position requiring exceptional
leadership, organizational, and communication skills.

Please Note: This position is posted as open until filled, review of applications will begin
immediately and continue until a suitable candidate is selected.

EXAMPLES OF DUTIES:
ELECTION OPERATIONS

o Assists the Elections leadership team in the oversight of staff and monitors their statutory
and non-statutory responsibilities to ensure compliance with office policies and procedures,
County policy, state statute, and federal regulation.

o Mail ballot processing

o Customer service

o Data entry

o Voter registration

o Election Judge program
o Mapping and addressing

e Acquires and maintains a highly technical working knowledge of relevant laws, regulations,
policies, standards, and elections operations procedures.

e Administers state election laws and rules, and federal election laws to provide successful
voting experience to staff and public.

¢ Creates, revises, and maintains standard operating procedures to perform role specific
functions.

e Reviews and revises training materials and documentation as needed.

e Implements quality assurance measures to ensure processes and procedures are tested to
evaluate for potential improvement and accuracy. Participates in continuous improvement
initiatives.

e Lives out the Vision, Mission, and Core Values of the Clerk and Recorder's Office,
maintaining a supportive environment conducive to teamwork.



Represents office across County and State on relevant working groups.
Provide customer service both in person, online, and via telephone.
Assists staff with accounting functions of the office.

Completes opening/closing procedures for office.

MAIL BALLOT PROCESSING

e Oversees ballot processing including; ballot sorter, signature verification, evaluation, ballot
removal, and Ballot Information Tracking System.

e Coordinates schedules and directs work of election judges.

e Performs research and reporting.

e Responsible for preparing mail ballot sorting equipment, including, programing, testing,
signature upload/download, troubleshooting, and working with vendor as needed.

e Acts as subject matter expert and resource for staff and election judges.

e Performs other duties as assigned.

SUPERVISION RECEIVED:

e The Lead must be able to work independently with minimal supervision and know and
understand when situations should be advanced to a higher level of authority.

SUPERVISORY RESPONSIBILITIES:
Provides relevant feedback related to training and performance.

INDEPENDENT JUDGMENT:

¢ Identify opportunities for process and/or productivity enhancements. Design and
implement change.

o Effectively utilize resources (reports, policies, experience, and job knowledge) to draw
logical conclusions to problems.

e Decisions are guided by governing statutes and rules, department/division policies under
direction of Deputy of Elections.

MINIMUM QUALIFICATIONS:

EDUCATION and/or EXPERIENCE:

e HS Diploma or GED and three years of Elections-related experience or a combination of
elections and supervisory experience.

¢ Associates Degree preferred at a minimum.

¢ Ability to meet continuing education requirements set by the State, County, and the Clerk
& Recorder's Office.

¢ Ability to meet technical training requirements due to legislation.

KNOWLEDGE, SKILLS, AND ABILITIES:
Knowledge:

e Knowledge of principles and processes for providing customer and personal services.

e Knowledge of administrative and clerical procedures and systems such as word processing,
managing files and records, and other office procedures and terminology.

¢ Knowledge of business and management principles involved in strategic planning, resource
allocation, leadership technique, and coordination of people and resources.

Skills:



Proficient skill level in Microsoft 2010 Outlook, Word, Excel, and PowerPoint; Poll Chief
experience preferred.

¢ Proficient math skills.

e Competencies in creating, evaluating, and improving business processes.

e Excellent analytical, reasoning, and troubleshooting abilities.

o Effectively lead teams in change environment.

e Must be able to communicate effectively in both oral and written form, as well as fluently
speak, read, and write English.

e Recognizes and used correct English grammar, punctuation, and spelling; produces written
information that is appropriate for the intended audience.

Abilities:

Ability to understand, interpret, explain, and comply with election law and Secretary of
State rules as they relate to security and election equipment (including but not limited to
Title 1 C.R.S, SoS Rules Concerning Elections).

Ability to work effectively both independently and in a team environment and utilize
initiative to direct own and others' activities.

Ability to manage multiple activities concurrently, allocating time to each according to
prioritization.

Maintains confidentiality of information consistent with applicable federal, state and county
rules and regulations.

Establishes and maintains effective working relationships with employees, departments,
agencies, vendors, and the public.

e Ability to apply common sense understanding to interpret and carry out instructions.
o Identify problems; determine accuracy and relevance of information; use sound judgment

to generate and evaluate alternatives, and to make recommendations.

CONTACTS:

Frequent direct contact with deputies, managers, employees, and departments
State, County, Municipal & Special District Elected Officials

Political Party Chairpersons and representatives

Election Deputies/Manager in other counties

Candidates for Elected Offices

Secretary of State's office, Department of Local Affairs office, and Special Districts
representatives

Vendors

General public

CERTIFICATES, LICENSES, REGISTRATIONS:

Must have and maintain a valid Colorado Driver's License and complying Colorado
Insurance.

US citizenship required.

Must pass state and/or national criminal background check annually.

e Sworn as an agent of the Douglas County Clerk and Recorder's Office to discharge duties

conveyed by

CRS 1-1-110; registered to vote in Colorado.

Must obtain Secretary of State Election Certification within 1 year from date of hire and
maintain certification.



The ability to successfully complete pre-employment screening including but not
limited to: reference checks, criminal background (to include fingerprinting through a
national data base), motor vehicle record and drug screen is required.

SUPPLEMENTAL INFORMATION:

WORK ENVIRONMENT:

e Work is generally performed in an office or warehouse environment with occasional travel
to other locations during the course and scope of duties.

e Occasionally may be asked to drive a variety of types and sizes of vehicles.

e Subject of blackout periods for planned time off lasting up to three months at a time.

Typically, this timeframe may begin 60 days prior to Election Day and may end 30 days

past Election Day. Deputy of Elections and/or Douglas County Clerk and Recorder, based

on workloads and operational need, may identify additional blackout periods with little

notice.

Extended work hours may be required to include evenings, weekends and holidays.

Required to stand, walk, sit, talk, hear, and drive.

Specific vision abilities required by this job include vision and the ability to adjust focus.

Occasional heavy lifting 35 pounds or more.

Reasonable accommodations may be made to enable individuals with disabilities to

perform the essential functions.

In the event of an emergency/disaster in or near the County, all County employees are expected
to make every effort to be available to assist the County Manager, Elected/Appointed Officials
and Department Directors to ensure the continued operation of any and all necessary County
functions. This may mean being available to perform additional duties and hours beyond what is
normally required. In the event that an exempt employee does work more than 40 hours a
week in support of County operations during an emergency, such employee may receive
overtime or other appropriate wage compensation in accordance with existing County policies or
at the discretion of the County.

APPLICATIONS MAY BE FILED ONLINE AT: Job #1020S 3/26/19
http://www.douglas.co.us ELECTIONS LEAD SPECIALIST
KK

OUR OFFICE IS LOCATED AT:
100 Third Street

Castle Rock, CO 80104
303-660-7427

hr@douglas.co.us

An Equal Opportunity Employer

Elections Lead Specialist Supplemental Questionnaire

* 1. Which of the following best describes your highest level of education achieved?

- Some High School
- High School or GED
- Some College



- Associate's Degree
- Bachelor's Degree
- Master's Degree
- Doctoral, Ph. D
< LL.B./1.D., Law

. Do you have a valid Colorado Driver License, or the ability to obtain upon hire?

- Yes
-1 No

. How many years of elections related experience do you have?

- No Experience

- Less than 3 years

- 3 years to less than 4 years
- 4 years to less than 5 years
- 5 or more years

. Tell us why you believe you would be the best candidate for this position. Please be
specific.

. The Mission of the Clerk and Recorder's Office is to serve all citizens and each other with
respect, courtesy, transparency and professionalism. Based on the job description
provided, please provide an example of how you would fulfill our Mission if selected as our
candidate.

. Communication is one of the Core Value of the Clerk and Recorder's Office. Please describe
what you believe to be the three most important characteristics of effective
communication.

. Culture is a key focus in the office of the Clerk and Recorder. It is important that our
employees are engaged as well as enjoy their work environment. If you were to create the
perfect work environment for yourself, what are 6 qualities would it have?

* Required Question



