	CRAVEN COUNTY, NORTH CAROLINA
Employment Vacancy Posting

	
	POSITION:
	Elections Technician I  (Position #432-1)

	LOCATION:
	Craven County Elections

	HIRING RANGE:
	$29,496 - $30,914

	JOB TYPE:
	Full-time/Permanent/Non-Exempt

	POSTING DATE:
	November 21, 2013

	DATE AVAILABLE:
	January 1, 2014

	CLOSING DATE:
	Open Until Filled



PRIMARY PURPOSE OF POSITION
The primary purpose of this position is to perform intermediate technical work preparing and maintaining computer and voting systems and related equipment; assists with planning, directing, coordinating and supervising the election process, ensuring that all voter and election records and files are prepared and maintained in a legal manner, and related work as apparent or assigned.  Work is performed under the limited supervision of the Board of Elections Director. 

ESSENTIAL JOB FUNCTIONS
[bookmark: _GoBack]Maintain voting equipment, department laptops, printers and related elections equipment and systems in accordance with state, county and department guidelines. Conducts testing on voting equipment to ensure accuracy and to troubleshoot equipment during election process. Coordinate software and hardware updates, download election software and prepare electronic poll books and memory cards.  Manage the compliance of ADA requirements at precinct polling locations and One Stop voting locations while maintaining records.  Assist with ballot coding, Geocode/map updates and related processes.  Assist in the recruitment and assignation of precinct officials, development of training materials and training of precinct officials. 

ADDITIONAL JOB FUNCTIONS
Work irregular hours, often in excess of 50 hours, including weekends, during active elections.  Perform other election related duties as assigned by the Director of Elections.  This work requires the occasional exertion of up to 50 pounds of force; work regularly requires sitting, speaking or hearing, using hands to finger, handle or feel and repetitive motions and occasionally requires standing, walking, climbing or balancing, stooping, kneeling, crouching or crawling, reaching with hands and arms, pushing or pulling and lifting; and travel. 

MINIMUM EDUCATION AND EXPERIENCE
Associates/Technical degree preferred with coursework in business administration, office administration, or related field and one to three years of election experience, or equivalent combination of education and related experience. Must attain North Carolina Election Administrator Certification and North Carolina Notary Public.  Have a valid North Carolina Driver’s License.

HOW TO APPLY
Contact the Division of Employment Security for an official NC State Application (PD107) or download the application from http://www.oshr.nc.gov/jobs/general.htm.  Applicants must be registered at www.ncworks.gov prior to submitting an application.  Resumes will not be accepted unless accompanied by a completed application.  Apply to Division of Employment Security, 2836 Neuse Blvd, New Bern, NC  28560.  Craven County Department contact for questions is Meloni Wray at 252-636-6610.

Craven County is an Equal Opportunity Affirmative Action Employer.
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