FLOYD COUNTY
HUMAN RESOURCES DEPARTMENT
12 East Fourth Ave, Suite 102
Rome, GA 30161
(706) 291-5156 Office; (706) 233-0014 Fax
https://www.floydcountyga.gov/jobs

AN EQUAL OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER AND A DRUG FREE WORKPLACE

REQUISITION # 4522022-1

FLSA: Exempt

This register will be used to fill one current vacancy with the Election department and used to fill temporary and
permanent positions for the life of the register.

POSITION/TITLE: ELECTION SUPERVISOR
Hiring Range:

N/A

Pay Grade:

Salary Range:

$59,000-$94,400

27

OPEN COMPETITIVE

JOB SUMMARY:
The purpose of this classification is to prepare and conduct of all elections held throughout Floyd County and
manage all operations involved in the election process in accordance with all applicable law.
ESSENTIAL FUNCTIONS:
•Prepares and conducts all primary, general, and special elections held in the county.
•Processes, evaluates, and reports election results.
•Recruits and trains precinct election officials.
•Supervises the processing of voter records.
•Keeps a full and true record of the proceedings of the board and all moneys received and expended.
•Files and preserves in the board office all orders, records, and reports pertaining to the administration of voter registrations and elections
•Prepares the minutes of board meetings.
•Audits campaign finance reports.
•Receives and has custody of all books, papers, and property belonging to the board,
•Reviews all directives, advisories, memoranda, correspondence and materials issued by the Secretary of State and takes action as required by those
communications.
•Supervises and instructs board employees, assigns work, coordinates activities.
•Makes decisions concerning hiring, responsibilities, compensation, discipline, and discharge of board employees.
•Develops a proposed annual budget to be submitted to the county commissioners, upon approval of the board of elections, and monitor the board's budget and
payroll relative to current year appropriations.
•Performs other duties in connection with the proper conduct of elections as the secretary of state and board determine.

MINIMUM QUALIFICATIONS:
Bachelor’s Degree in Business Administration or closely related field and five (5) years of elections processing, or production, or closely-related work experience
which must include two (2) years of experience in a supervisory or leadership capacity with responsibilities of reviewing the work of others, providing guidance and
technical expertise to others, providing input for performance evaluations, and making recommendations in the hiring process, or any equivalent combination of
education, training, and experience which provides the required knowledge, skills, and abilities for this job. Must possess or obtain a professional certification as an
Election Official within six (6) months of hire.

BENEFITS:
Health/Major Medical
Dental
Long Term Disability

DATE POSTED:01/12/2022

Employer-Paid Pension
Paid Holidays
Paid Vacation-Annually

Paid Sick
Incentive Pay & Longevity Pay
Free Wellness Clinic

APPLICANTS ARE ENCOURAGED TO APPLY BY: 03/22/2022

Note:For a detailed Job Description please contact the Floyd County Human Resources Office.

