Supervisor of Elections

Employee Position: Voting Systems Technician |

Florida Retirement System Class: Regular

Pay Grade: 84

Starting Annual Salary: Minimum $32,625.00 to Maximum of $40,781.25

ILLUSTRATIVE DUTIES

This is a highly responsible technical position tasked with operational duties of voting system maintenance, repair,
testing, and deployment; monitoring inventory and asset management; assisting with the oversight and actual delivery
and retrieval of voting equipment to and from the polls; implementing general warehouse tasks; organizing and storing
election documents and records in accordance with established procedures and retention schedules; as well as other
tasks as needed by the office. Work is performed under the general direction of the Voting Systems Manager or the
ranking staff member.

ESSENTIAL JOB FUNCTIONS

(NOTE: These duties are intended only as illustrations of the types of tasks performed in positions allocated to this
class. The omission of specific duties from this list does not exclude them from a position if the duties are similar,
related or a logical assignment to a position.)

Ability to work independently to achieve established tasks by set deadlines.

Assist in the inspection, maintenance, and repair of the voting machines on an ongoing basis.

Assist in the preparation, testing, and troubleshooting of the voting machines prior to and during elections.

Assist with testing of polling place modem lines, clerk phone lines, and other needed phone lines in advance of

Election Day.

Monitor battery charging schedules for all voting equipment and clerk phones and ensure charging is performed on

time and properly logged.

Assist with Ballot on Demand preparation, testing, deployment, and troubleshooting.

Assist with training of temporary employees to complete election related tasks as needed.

Inspect, clean, and repair privacy booths and ballot boxes as needed.

Instruct office staff and pollworkers in the use of voting equipment as needed.

Assist with school and local organization elections.

Assist with the delivery and retrieval of voting equipment to and from the Early Voting sites and the polling

locations.

e Assist with the maintenance of inventory status, and coordinate with other staff to ensure needed items are
available in a timely manner. Use of specialized software packages is required.

e Assist with preparing precinct supplies for delivery to polls, and with the return of these supplies to inventory post-
election.

e Assist with the preparation of polls, early voting locations, and other election related operating environments as

needed.

Assist in the construction of polling place signs, special use projects, and disabled access ramps as needed.

Conduct archivable record scanning operations to meet agreed upon scanning deadlines.

Coordinate with records retention staff to properly retain, store, and destroy election materials as required by law.

Assist with all shredding operations as needed.

Assist with daily mail run(s) as needed.

In conjunction with other warehouse based staff, maintain a clean work environment by performing cleaning chores

as needed.

Maintain up to date key banks for polling sites

Performs other tasks as required or needed.

DIFFICULTY

The employee works under established guidelines established by election manuals, laws, and reference books, and
procedure manuals but may be required to adapt guidelines to satisfy the situation at hand. The physical nature of the
position requires an individual capable of lifting loads of 50 — 60 Ibs. Also, assistance with the equipment testing and
maintenance requires effective technical skills and attention to detail. Likewise, the position requires capability to
interface with various computer technologies relating to inventory control and election planning. At times, the employee
must work under extreme pressure regarding time frames, work long hours, and work irregular hours on weekends and
holidays.



DESIRABLE QUALIFICATIONS:

Knowledge, Skills, Abilities:

Individual must be comfortable working as part of a warehouse team. As such, the individual must understand and
follow safety requirements. A detail oriented, self-motivated individual is required to ensure the various areas of
responsibility are successfully completed and documented. Effective problem solving skills are essential for this
position, as is the ability to successfully meet rigid deadlines.

The individual must become proficient and intuitive in the use of all vote tabulation equipment and related hardware,
ballot on demand systems, and the various supporting ballot boxes, keypads, privacy booths, printers, control cards,
etc. As new technology and voting systems are brought online, a commensurate knowledge of these systems is
required. The ability to diagnose voting equipment hardware problems, perform repairs, and document work is
required. A basic understanding of telephone wiring systems is needed.

The individual must assist the office in its continued goal for excellent service to the community. The individual must
demonstrate the ability to establish and maintain an effective working relationship with both technical and non-technical
staff, county employees, vendors, poll workers, polling place contacts, candidates, political representatives, elected
officials, and the general public. Individual must be able to interpret laws, rules, regulations and technical information
related to voting systems and elections.

Additionally, as the implementation of a successful election requires the ability to craft public assistive devices such as
disabled access ramps and informational signs. Proficiency in the use of general hand tools and woodworking is
necessary.

As elections are conducted in multiple locations, requiring delivery of equipment to many locations while following

service deadlines, the ability to work outdoors and perform taxing manual labor during the summer heat and inclement
weather is expected, as is the ability to safely drive a fifteen foot rental van. An insurable driver’s license is required.

Training and Experience:

Bachelor of Science degree in a technical field or two years experience preferably with specific election tabulation
hardware and software employed by Leon County, with advanced certification or demonstrable capabilities with MS
Word, Excel, and Access or related experience may substitute for education on a year for year basis. Must possess a
valid Florida Driver’s License and favorable driving record. Use of personal vehicle to facilitate county based travel is
required. Mileage will be compensated per standard county guidelines.



