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Jurisdiction:
Cortland County

Jurisdictional Class: Unclassified

Adopted:  10/20/05

ELECTION COMMISSIONER

DISTINGUISHING FEATURES OF THE CLASS:

The work involves responsibility for administering and ensuring the smooth and accurate execution of all aspects of the election process as outlined in New York State Election Law for local, State, and Federal primaries and general elections.  The incumbent interprets election laws, appoints Election Inspectors, creates and maintains a budget and records related to election activities, plans and conducts voter education programs, and conducts hearings related to the election law.  The incumbent reports to the County Administrator and the County Legislature for administrative issues. The incumbent exercises supervision over a Senior Election Clerk and/or an Election Clerk.  Does related work as required. 

TYPICAL WORK ACTIVITIES:
(Illustrative only)

Implements State and Federal laws and rules of a local Board of Elections by formulating local policies and procedures in accordance with the laws and rules and consistent with the needs of community;

Administers all phases of the election process for local, State and Federal elections by planning, organizing, directing, and coordinating the work of the Board of Elections for efficient and effective operation;

Maintains all records as required by Election Law;

Plans, prepares and presents programs on voter education and the election process;

Prepares budgets, implements and maintains fiscal controls and manages contracts with vendors in accordance to local, State and Federal laws and rules;

Develops and orders all necessary printed electoral materials;

Conducts and rules on all formal complaints pertaining to Election Law;

Consults with the District Attorney and law enforcement officials regarding investigations of infractions of the Election Law;

Consults with the County Planning Department regarding the creation of new voting districts;

Consults with the County Health Department to ensure that vital statistics of the voting population are current;

Appoints Election Inspectors of the same party in compliance with State Election Law;

Oversees in-service training for Election Inspectors and Voting Machine Custodians;

Answers Election Law and Rules and Regulations questions from the general public, candidates, Election Inspectors, county, town and village officials, political committees.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES, AND PERSONAL CHARACTERISTICS:

Thorough knowledge of the local, State and Federal election process; 

Thorough knowledge of Election Law and Election Rules and Regulations;
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Working knowledge of modern office terminology, procedures, equipment and business English;

Ability to plan and supervise the work of others;

Ability to understand and interpret complex oral instructions and/or written directions;

Ability to prepare budgets, operating reports and a variety of other reports relative election activities;

Ability to communicate effectively both orally and in writing;

Ability to deal effectively with the public;

Ability to establish and maintain effective working relationships with others; 

Physical condition commensurate with the demands of the position.

