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ASSISTANT VOTING MACHINE SUPERINTENDENT
KIND OF WORK:  This is supervisory and skilled technical work in the repair, maintenance and installation of voting machines.

DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for supervising the cleaning, maintenance and repair of voting machines throughout the year and their installation and operations at elections.  Work is performed in accordance with established guidelines and procedures under the general supervision of the Voting Machine Superintendent with specific instructions regarding the use of voting machines.  Immediate supervision is exercised over the Voting Machine Technician and other employees as assigned.  The Assistant Voting Machine Superintendent must be able to lift items weighing over forty pounds.

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.)  Oversees the installation, repair and maintenance of voting machines for State, County, national and municipal elections; plans and leads in the preventive maintenance and repair of voting machines; trains and instructs election officials prior to elections in the use and operation of voting machines; delivers voting machines to polling places; responds promptly to voting machine operating problems encountered during elections; takes the necessary precautions to see that voting machines are properly set and security is maintained prior to and during elections; changes door locks as necessary; prepares master work sheets and schedules relating to elections; segregates by code and rotation all machine ballots and printer packs; assigns machine series and programming instructions to each crew; requisitions and maintains supplies and equipment; supervises maintenance of building and grounds; keeps records and makes reports of voting machine repair and maintenance activities; supervises and participates in the location of documents stored in the Voting Machine Warehouse; performs related work as required.

ESSENTIAL REQUIREMENTS OF THE WORK:  Thorough knowledge of tools and techniques used in the repair and maintenance of voting machines; thorough knowledge of election laws and regulations; ability to quickly diagnose mechanical failures or problems; ability to plan and supervise the work of others; ability to prepare reports; ability to follow written and oral instructions; ability to perform manual labor; ability to use electronic test equipment and mechanics tools; ability to establish and maintain effective working relationships with other employees and the general public.

MINIMUM QUALIFICATION REQUIREMENT:  Graduation from a standard senior high school, or the successful completion of the General Educational Development test (GED), completion of a trade school or an on-the-job training program in mechanical repair work and a minimum of three years experience in the repair and maintenance of voting machines; or a combination of education and experience equivalent to these requirements.

SPECIAL REQUIREMENT:  Must possess a valid driver’s license from state of residence.
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