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Classification Specification
	

	
	2448100

	
	QUALITY ASSURANCE AND IMPROVEMENT ANALYST



Class Summary

The responsibilities of this classification include researching and developing quality assurance and improvements related to the election process. This position assists in the analysis of various election processes and makes recommendations regarding operating practices and procedures to include personnel, workflow, recordkeeping, equipment and supply utilization. This class assists the Quality Assurance and Improvement Coordinator in ensuring a smooth and efficient process is conducted in compliance with statutory requirements and in accordance with established policies and procedures.  

Distinguishing Characteristics

This is the first level in a two-level Quality Assurance and Improvement classification series and is distinguished from other election staff classifications in that the incumbent assists in recommending quality assurance and control standards for the electoral process, while other volunteer and professional election staff typically provide direct client services to the voters and/or implement the electoral process.

Examples of Duties (May vary by position)

1. Assist in the development of an Election Section Quality Improvement Plan and similar plans for individual work groups within the Section.

2. Develop content and coordinate staff orientation and orientation delivery method.

3. Monitor and evaluate process performance for programmatic compliance and quality control.

4. Analyze ballot initiatives for conformance with legislative amendments and for impact on election processes.

5. Participate in the review of all internal and external publications, correspondence, and manuals; ensure compliance of printed materials with policy, guidelines and task specialty requirements.

6. Conduct departmental studies to resolve program technical and administrative issues within the division.

7. Prepare recommendations to management on new or modified administrative regulations or policies.

8. Provide technical assistance to managers, supervisors and staff to establish and maintain professional practice and quality assurance standards.

9. Participate as a member of the Quality Assurance and Program Team and participate in the development of policies, goals and objectives for this program.

10. Plan, develop and implement continuous quality improvement methods in the operations of the division.

11. Research and design training and other programs to support the Quality Improvement Plan.

12. Train others in quality improvement methods and procedures; evaluate results of quality improvement methods and procedures to determine if additional revisions need to be made. 
13. Perform other duties as assigned.

Knowledge/Skills (May vary by position)

Knowledge of quality assurance, quality improvement, and performance measurement techniques and principles

Knowledge of Election Office policies and procedures

Knowledge of federal, state and agency election laws, rules and regulations

Knowledge of performance audit processes, methods and techniques

Knowledge of work flow analysis including benchmarking and performance measurements

Oral and written communications skills with business, community and civic leaders, the public, political party representatives and co-workers

Compilation and analytical skills

Problem-solving skills

Facilitation skills

Training skills

Organizational skills

Skill in working with diverse populations and cultures

Skill in reviewing election and voter registration documents to ensure compliance with applicable requirements

Skill in coordinating multiple activities within limited time parameters

Licensing, Certification and Other Requirements

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
	Quality Assurance and Improvement Analyst and Coordinator
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