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Classification Specification
	

	
	9320300

	
	ELECTION DISTRIBUTION CENTER SUPERVISOR



Class Summary

The responsibilities of this classification include supervising the distribution and maintenance of election equipment and establishing and maintaining polling locations in King County.

Distinguishing Characteristics

This is the third level in a three-level Election Equipment classification series and is distinguished from other levels in that incumbents supervise the distribution and maintenance of all election equipment.

Examples of Duties (May vary by position)

1. Plan and delegate work load; hire and train seasonal staff as required.

2. Ensure preparation, distribution and return of all voting equipment and supplies.

3. Identify and acquire polling places within King County; negotiate leases, and document the use of leased facilities for payment.

4. Maintain voting devices, supply pouches and essential inventory items.

5. Coordinate with Voter Registration and offices in the King County Records and Elections Division and other County divisions to meet election deadlines.
6. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Knowledge of laws pertaining to the Americans with Disabilities Act (ADA)

Knowledge of the practices and procedures involved in election preparation

Knowledge of ballot rotations

Knowledge of the methods and techniques used in maintaining and repairing voting equipment

Knowledge of County

Supervisory skills

Communications skills (oral and written)

Skill in operating and maintaining tools such as punch and crimpers

Skill in computer keyboard operation

Skill in reading and writing reports
Licensing, Certification and Other Requirements

Washington State Driver’s License
Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Non-Exempt

	Levels within same series
	Elections Equipment Technician, Assistant Election Distribution Center Supervisor and Election Distribution Center Supervisor
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