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110 General De Loach St., PO Box 190 Statenville, GA. 31648
(229) 559-6538/Fax (229) 559-6158
Email: ecboc@yahoo. com 
www. echolscountyga. com




ELECTIONS SUPERVISOR
Echols County is seeking qualified candidates for the position of Elections Supervisor. This position is responsible for administering and supervising the conduct of elections, primaries, and the registration of electors for the county. directs and controls all election and voter registration staff personnel. The Elections Supervisor is responsible for creating and implementing policies to ensure compliance with state and federal laws.

Echols County offers comparable salary and benefits package.   Successful candidates must be able to pass a drug screen and background check. Resumes will be accepted as a supplement to an application – however a complete application is required for consideration. Application deadline is 22 November 2024. Echols County is an equal opportunity employer.   

JOB SUMMARY:
This position is responsible for administering and supervising the conduct of elections, primaries, and the registration of electors for the county. directs and controls all election and voter registration staff personnel. Additionally, the incumbent creates and implements policy to ensure compliance with state and federal laws.

ESSENTIAL JOB FUNCTIONS:
· Develops and implements policies and procedures for election processes.
· Directs daily operations of department by establishing priorities, developing standards, and setting deadlines.
· Develops and implements community outreach programs concerning voter registration and elections.
· Develops, implements, and oversees all policies and procedures for voter registration.
· Prepares and presents information to the Board of Elections and maintains records thereof.
· Serves as a liaison between the Board of Elections, Secretary of State, and county government.
· Creates, inspects and enforces all security policy and procedures concerning election equipment.
· Serves as a Qualifying Officer for all local elected offices.
· Prepares budget for department.
· Analyses data and voter statistics to determine election equipment purchases and disbursement.
· Oversees and performs all testing of election database and vote counting software and equipment.
· Performs routine maintenance on all election equipment.
· Researches and studies all current election and voter registration laws to ensure compliance.
· Performs administrative duties such as serving as the department head.
· Performs other duties as assigned.

KNOWLEDGE, SKILLS AND ABILITIES:
· Knowledge of Georgia Election Code and rules of the State Election Board.
· Knowledge of departmental policies and practices.
· Knowledge of the installation and operation of election equipment.
· Skill in the operation of small office equipment, including copy machines or multi-line telephone systems.
· Skill in using computers for word processing and/or accounting purposes.
· Ability to supervise, organize, and communicate effectively.

MINIMUM REQUIREMENTS TO PERFORM WORK:
Education and Experience:
Associate’s Degree and Two (2) years of related work experience.
Or equivalent education, and/or experience.

LICENSES AND CERTIFICATIONS:
Possess and maintain a valid Georgia driver’s license.
Complete required training set by State Guidelines once hired.

PHYSICAL DEMANDS: 
Work is medium and requires exerting up to 50 pounds of force occasionally, and/or up to 30 pounds of force frequently, and/or up to 10 pounds of force constantly to move objects. Work also requires climbing, crouching, feeling, fingering, handling, hearing, kneeling, lifting, mental acuity, pulling, pushing, reaching, repetitive motion, speaking, standing, talking, and visual acuity.

WORK ENVIRONMENT: 
Work is typically performed in a safe and secure work environment that may periodically have unpredicted requirements or demands.

SUPERVISORY CONTROLS: 
The elections supervisor reports to the Board of Elections and Registration.  The Elections Supervisor is subject to direction, evaluation and corrective action by the County Manager. The elections supervisor will provide supervision for all department staff.

APPLICATIONS:
Applicants can either email their resumes and cover letter to ecboc@yahoo.com or apply in person at 110 General Deloach Street Statenville, GA 31648 between the hours of 8:00 AM to 4:30 PM.
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