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The Superintendent of Elections position (a subordinate unit requiring confirmation by the Council since 2003) was established when Elections was a section of the Records, Elections, and Licensing Division of the Department of Executive Services. In 2008, King County voters approved Initiative 25, which established King County Elections as an executive department with an elected County Director of Elections. No other County department designates the second-in-command position as a superintendent, while many designate this position as a deputy director.[footnoteRef:1] [1:  According to the Human Resources Division's Compensation and Classifications Services data (http://hrd.kingcounty.gov/ccs/ccsSearch.aspx), departments which have the Deputy Director classification (not necessarily filled) include Adult and Juvenile Detention; Community and Human Services; Permitting and Environmental Review (formerly Development and Environmental Services); Executive Services; Judicial Administration; Natural Resources and Parks; Public Defense; and Transportation.] 


	
	Deputy Director
Position Description from Department of Elections 
(September 2014)
	Superintendent of Elections
Classification Specification from Human Resources Division, Department of Executive Services (September 2014)

	Description & Purpose of the position 

	The purpose of this position is to implement and manage the programs established by the Director of Elections. The Deputy manages all aspects of and activities related to conducting Local, State and Federal Elections including the planning and execution of voter registration, voter pamphlet and ballot production, ballot processing, candidate and jurisdiction coordination, precinct boundary management and election results reporting. The Deputy Director coordinates operational initiatives related to continuous improvement, strategic planning, election innovation, and technology/systems development along with external initiatives related to voter education and outreach, election accessibility and language compliance issues.
	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
· Staff oversight

	Direct the work of staff through a subordinate team of Election Supervisors to oversee the hiring, training and evaluating the performance of election staff.
	Direct and supervise the work of staff through subordinate supervisors including hiring, training, conducting performance evaluations and recommending disciplinary actions.

	· Annual work plan
	Develop an annual work plan for elections including the implementation of performance goals and objectives; review and evaluate workflows, products, methods, and procedures to establish and maintain an effective and efficient system that meets the needs of the voters in King County.
	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.

	· Elections planning and coordination
	Oversee the planning and coordination of regular and special elections in King County including staffing and equipment/material/supply preparation.
	Plan, coordinate and implement regular and special elections in King County including staffing, equipment, materials and supplies needed to conduct election processes.

	· Legal compliance
	Implement and revise departmental policies and procedures to ensure compliance with federal, state and local election law and administrative code 
	Implement and revise election policies and procedures to ensure compliance with federal, state and local election operation laws, policies and procedures.

	· Legislative matters
	
	Research and analyze legislation pertaining to elections laws, policies and procedures and prepare proposals for new legislation.

	· Operating budget
	Participate in the development and justification of the department’s biennial operating budget, including the forecasting of funds required for staff, equipment, materials and services
	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.

	· Strategic planning
	Work with the management team to meet strategic goals as defined in the department’s Strategic Plan.
	

	· Technology systems
	Oversee the operation of existing election technology including the election management system (EMS), ballot sorting, scanning and tabulation systems. 
Recommend and develop plans to implement new/revised technical systems and processes as needed.
	Oversee the management of existing automated information reporting systems and recommend and develop plans to implement new/revised information systems and processes.

	· Public information / communication
	Represent the Department to the public, elected officials, government officials, political party officials and candidates.
	Develop and prepare reports, short and long range plans, correspondence, policies and procedures, press releases etc as determined by the division director.
Prepare statements and respond to inquiries from the news media, elected officials, government officials, candidates and the general public.

	· Statewide / inter-county coordination
	Work with the Office of the Secretary of State, Elections division and other county Auditors to coordinate statewide and intra-county election issues.
	Not specified

	· In lieu of director
	Serve as the highest county Elections official in the Director’s absence.
	Not specified

	· Voter registration file supervision
	Not specified
	Direct and supervise the maintenance of the voter registration files.

	· Other duties as assigned
	Not specified
	Perform other duties as assigned.

	Knowledge/Skills
	Not specified
	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
	Not specified. Proposed Ordinance 2014-0441 would codify the requirement that the Deputy Director be an election administrator certified by the Secretary of State of Washington upon confirmation.
	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.
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