FLOYD COUNTY
HUMAN RESOURCES DEPARTMENT
12 East Fourth Ave, Suite 102
Rome, GA 30161
(706) 291-5156 Office; (706) 233-0014 Fax
http://www.romefloyd.com/

AN EQUAL OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER AND A DRUG FREE WORKPLACE
REQUISITION #

DEPARTMENT: Floyd County Board of Elections & Registration

POSITION/TITLE: Elections Assistant Clerk IT (Temporary)

Hiring Range: Salary Range: Pay Grade:
$9.00/HR N/A N/A NO BENEFITS

JOB SUMMARY::

Floyd County Board of Elections & Registration is responsible for planning and organizing elections, voter
registration, and candidate services within the county. The department is comprised of elections, registration,
and administrative sections. The purpose of this classification is to perform secretarial and administrative work.

MAJOR DUTIES:

(The following examples are illustrative only and are not intended to be all inclusive.)

« Prepares supplies and forms required for use at Poll Locations and Early Voting Sites.

« Provide customer service both in person and via telephone, direct customers to appropriate divisions and respond to
inquiries.

« Perform packing and unpacking of election materials and supplies needed for the operation of Poll Locations on Elections
Day.

« Perform verification of data entry and proofreading of election data for publishing.

« Provide support role at Poll Locations and Early Voting Centers.

« Administer state election laws and rules, and federal election laws to provide successful voting experience to staff and public.
» Maintains confidentiality of information consistent with applicable federal, state and county rules and regulations.

« Perform occasional scanning and archiving of documents.

« Perform general typing, filing and collating functions.

« Assist with various special projects.

« Processes incoming and outgoing mail on a daily basis, prepare and scan documents for data entry as needed.

« Performs other duties as assigned.

MINIMUM QUALIFICATIONS:

« 18 years of age or older and able to read or write the English Language.
« Can not run for or hold public office and must be a U.S. Citizen

« Must be able to lift at least 15 lIbs. and maximum of 5olbs.

« Must be a registered voter in Floyd County.

BENEFITS: NONE

DATE POSTED: APPLICATION DEADLINE:

For a detailed Job Description please contact the Floyd County Human Resources Office.
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