Job Type: Full-time
Reports To: County Election Board

Location: Georgetown, Quitman County, GA
Travel: Infrequent
Job Summary

The Election Supervisor is responsible for the smooth operation of the elections function of
Quitman County, GA. The scope of elections includes registration of voters, correspondence with
the GA Secretary of State, open records requests, preparation for election days, election day
functions, election equipment management, election day staffing, meeting attendance, and
continuing education.

Job Requirements

High School diploma or equivalent

Ability to learn election related computer applications

Good general knowledge of MS office and email

Must possess excellent organizational skills with the ability to organize data and material
with strong attention to detail and handle a high-pressure high stress environment during
certain periods or during election times.

Excellent interpersonal and communication skills with the ability to convey information
clearly and concisely. To include public speaking.

Effectively manages multiple projects and priorities simultaneously while maintaining high-
quality standards

Ability to work cohesively in a team environment

Possess excellent phone etiquette

Must be able to lift forty (40) pounds

Job Responsibilities

Interpret and answer inbound voter and open record inquiries. In many cases through
research of information from various sources and determining the appropriate response
Perform operations in all election systems and correctly complete the paperwork required
Hire, train, and manage election day workers

Become the county expert on all election systems

Accurately execute voter registration process

Build ballots for all county elections

Ensure accurate and efficient election day results

Protect and manage election equipment, stored files, and other election materials
Attend and serve as Secretary for all Election Board Meetings

Attend continuing education classes and conferences as needed

Candidate must live within a reasonable commuting distance to Georgetown Quitman County or be
willing to immediately relocate at their own expense.



