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ELECTIONS SPECIALIST
KIND OF WORK:  This is routine clerical work involving the processing of absentee ballots, data entry, typing, file maintenance and record processing.
DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for performing the clerical aspects involved with processing absentee ballots including completing special projects and a wide variety of routine clerical duties.  Work is performed under the general direction of the Absentee Ballot Manager or other superior in accordance with laws and regulations and is subject to variable working hours.  Senior employees may serve as lead worker or train new employees but supervision is not exercised over other employees.

EXAMPLES OF WORK:  (Any one position may not include all of the duties listed nor do the listed examples include all tasks which may be found in positions of this class.)  Receives and reviews requests for absentee ballots; processes applications, absentee ballots and related materials; enters data into the computer; processes returned absentee ballots; types correspondence and daily reports of voters applying for absentee ballots; reviews forms for accuracy and acceptability; sends absentee ballot packets to voters; verifies voter identification; establishes a provisional voter status list for questionable applicants, answers telephone inquiries and e-mail inquiries; provides information to voters; processes time records;  performs related work as required.

ESSENTIAL REQUIREMENTS OF THE WORK:  Good knowledge of business English; good knowledge of modern office equipment; some knowledge of office procedures and business math; ability to type correspondence and spell properly; ability to learn the voting process and the forms used; ability to enter data and accurately type from copy or rough drafts; ability to prepare and maintain routine reports; ability to complete special reports and maintain files; ability to acquire skill in the operation of word processor or data entry equipment; ability to establish and maintain effective working relationships with employees, appointed officials and the general public. 

MINIMUM QUALIFICATION REQUIREMENTS:  Graduation from a standard senior high school, or the successful completion of the General Educational Development (GED) test, including courses in typing, bookkeeping and general office procedures and preferably some clerical and public contact experience; or a combination of education and experience equivalent to these requirements.
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