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Classification Specification
	

	
	2813200

	
	SUPERINTENDENT OF ELECTIONS



Class Summary

The responsibilities of this classification include the overall management, oversight and planning for activities relating to the conduct of local, state and federal elections throughout King County.   
Distinguishing Characteristics

This is a single level classification. The incumbent in this classification applies advanced knowledge and demonstrated experience in election strategic planning, execution and evaluation, voter registration, logistics, technology assessment and planning to manage and conduct regular and special elections throughout King County.  
Examples of Duties (May vary by position)

1. Direct and supervise the work of staff through subordinate supervisors including hiring, training, conducting performance evaluations and recommending disciplinary actions.
2. Plan, coordinate and implement regular and special elections in King County including staffing, equipment, materials and supplies needed to conduct election processes.
3. Implement and revise election policies and procedures to ensure compliance with federal, state and local election operation laws, policies and procedures.
4. Research and analyze legislation pertaining to elections laws, policies and procedures and prepare proposals for new legislation.
5. Develop an annual work plan for elections and voter registration including the implementation of performance goals and objectives; review and evaluate workflow, work products, methods, and procedures to establish and maintain an effective and efficient system that meets the needs of the voters in King County.
6. Participate in the development and justification of the section’s annual operating budget, including forecasting additional funds required for staff, equipment, materials and supplies; monitor budget expenditures.
7. Oversee the management of existing automated information reporting systems and recommend and develop plans to implement new/revised information systems and processes.
8. Develop and prepare reports, short and long range plans, correspondence, policies and procedures, press releases etc as determined by the division director.
9. Prepare statements and respond to inquiries from the news media, elected officials, government officials, candidates and the general public.

10. Direct and supervise the maintenance of the voter registration files.

11. Perform other duties as assigned.

Knowledge/Skills (May vary by position)

Demonstrated experience in the application of election planning, execution and evaluation, voter registration, logistics, technology assessment and planning in a major metropolitan jurisdiction

Advanced knowledge and demonstrated experience in the application of management techniques and principles including human resources management

Advanced knowledge and demonstrated skill in working with a wide variety of individuals and building consensus among parties that may have differing opinions or viewpoints

Knowledge of laws, legislation and procedures or processes related to elections

Knowledge of and demonstrated experience in the use and application of automated information reporting systems 

Demonstrated skill in analyzing and evaluating information 
Demonstrated skill and experience in applying effective team building techniques and principles

Demonstrated skill and experience in applying process improvement techniques and principles

Demonstrated skill in using Microsoft Office products, such as but not limited to Word, Excel and Access

Demonstrated experience in working with elected officials and the general public

Licensing/Certification Requirements
Washington State Driver’s License or the ability to travel throughout the County in a timely manner
Certified Election Administrator by the Secretary of State (Chapter 29.20 Revised Code of Washington)
Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Exempt

	Levels within same series
	None
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