
York County
Job Description

Job Title: Process Implementation Coordinator  
Revision Date:  March 1, 2021
Full time  FORMCHECKBOX 
     Part time    FORMCHECKBOX 

Hours of Work: Varies
Hours per week: Varies
Shift: Day: Varies
Department No: 05
Department Name: Elections / Voter Registration
Reports to (title only): Deputy Director of Elections / Voter Registration 

To be completed by the Human Resources Department:

   FLSA Status:
    FORMCHECKBOX 
  Exempt            FORMCHECKBOX 
  Non-Exempt
   Classification:

   Grade Level:
Please complete the following to ensure that the essential functions and requirements are accurate, clear and consistent with the needs of the position.
 


POSITION SUMMARY

This position is responsible for ensuring positive interactions for all York County voters with the Voters/Elections office by promoting excellent customer service and professional development and distribution of information.  Coordinates general day to day operations of the office with a long term goal of supervisory responsibility.  Assists other departments as requested with continuous improvement.  

ESSENTIAL REQUIREMENTS

· Bachelors’ degree or equivalent knowledge/experience in Business Administration, Public Administration, Political Science or similar field.  
· Strong writing, and computer skills (including proficiency in Microsoft Excel, Publisher, Outlook, Word and Social Media platforms).  
· Must have strong organizational and communication skills.
· Leadership Skills including ability to team build and supervise staff.
· High attention to detail necessary. 
· Ability to manage multiple priorities at once.

ESSENTIAL DUTIES AND RESPONSIBILITIES

· Manages the daily interactions of staff with external and internal constituents.
· Ensures excellent customer service through coordination of training, monitoring and providing feedback to staff.  

· Answers inquiries, provides information and resolves complaints regarding election operations and logistics.  
· Responsible for implementation and maintenance of tracking system for telephone/web/in-person inquiries.  

· Develops, recommends and implements improved communications and work processes.  
· Ensures cross-training of all Elections staff. 

· Assists with obtaining additional staff from temp agencies and other departments in preparation for and on Election Day. 

· Designs a variety of materials including electronic presentations, flyers, pamphlets, bulletins, training materials, newsletters, posters, signage, forms, etc.

· Maintains accurate inventory of all supplies, ensures adequate inventory and organizes preparation of supplies in advance of Election Day.   
· Develops and maintains working relationships on the local level with all County of York departments.
· Professional and courteous demeanor.
· Perform other duties and assists with projects as assigned.
Condition of employment.  York County Policy GI 5.3, Political Activity- Code of Conduct requires that due to the need to handle all operations in a nonpartisan manner, all employees of the Voter Registration/Elections Office are prohibited from engaging in any organized political activity or in any political contributions. This includes, but is not limited to running for any political office, participation in any election campaign and/or political function, membership in any political club, association or society and signing or circulating petitions for individuals running for political office.
ESSENTIAL PHYSICAL AND MENTAL JOB REQUIREMENTS

Please check those items that apply to the essential job functions of the job title listed above. Each category must be completed.

1. Following Directions

 FORMCHECKBOX 
 Full Understanding of Both Written and Verbal Instructions Required

 FORMCHECKBOX 
 Understanding of Verbal Instructions Only Required

 FORMCHECKBOX 
 Understanding of Written Instructions Only Required

2. Communication - English

 FORMCHECKBOX 
 Excellent Verbal Communication Skills Necessary

 FORMCHECKBOX 
 Basic Verbal Communication Skills Necessary

 FORMCHECKBOX 
 Limited or No Verbal Communication Skills Necessary

3. Functional Reading - English

 FORMCHECKBOX 
 Fluent Reading

 FORMCHECKBOX 
 Recognition of Signs/Symbols

 FORMCHECKBOX 
 Simple Reading

 FORMCHECKBOX 
 No Reading Skills Required

4. Hearing







 FORMCHECKBOX 
 Ability to Hear Required

 FORMCHECKBOX 
 Limited Hearing



   

 FORMCHECKBOX 
 Hearing Not Required



   

5. Seeing 

 FORMCHECKBOX 
 20/20 Vision with Corrective Eyewear 

 FORMCHECKBOX 
 Limited Vision 

 FORMCHECKBOX 
 Vision Not Required 

6. Functional Math

 FORMCHECKBOX 
 Complex Computational Skills (Accounting and Financial Skills)

 FORMCHECKBOX 
 Simple Computational Skills (Add, Subtract, Multiply, Divide, Percents)

 FORMCHECKBOX 
 Simple Counting Skills

 FORMCHECKBOX 
 No Mathematical Skills Needed

7. Time

 FORMCHECKBOX 
 Must Tell Time to the Minute

 FORMCHECKBOX 
 Must Recognize Specific Times (Arrival, Departure, Breaks, Lunch)

8. Orientation (Familiarity with Surroundings)

 FORMCHECKBOX 
 Several Blocks From Building

 FORMCHECKBOX 
 Building Only

 FORMCHECKBOX 
 Work Area
           


 FORMCHECKBOX 
 Room Only
              

9. Mobility Skills


 FORMCHECKBOX 
 Mobility Within the Building

 FORMCHECKBOX 
 Mobility Within a Four-Block Radius

 FORMCHECKBOX 
 Driving Required 

10. Sitting







 FORMCHECKBOX 
 75% - 100%

 FORMCHECKBOX 
 50% - 75%

 FORMCHECKBOX 
 25% - 50%

   

 FORMCHECKBOX 
 Less than 25%
   

11. Standing

 FORMCHECKBOX 
 75% - 100%
 FORMCHECKBOX 
 50% - 75%
 FORMCHECKBOX 
 25% - 50%
 FORMCHECKBOX 
 Less than 25%

12. Bending



 FORMCHECKBOX 
 Knees and Waist

 FORMCHECKBOX 
 Waist Only

 FORMCHECKBOX 
 Knees Only

 FORMCHECKBOX 
 No Bending Required

13. Lifting


 FORMCHECKBOX 
 Greater than 30 lbs.          

 FORMCHECKBOX 
 10 - 30 lbs.

 FORMCHECKBOX 
 Less than 10 lbs.

 FORMCHECKBOX 
 No Lifting Required

14. Reaching

 FORMCHECKBOX 
 Greater than 6 Feet           

 FORMCHECKBOX 
 2 - 6 Feet            
 

 FORMCHECKBOX 
 Less than 2 Feet

 FORMCHECKBOX 
 Reaching Required










