
 
CALDWELL COUNTY 

Job Description 
 

 

Job Title:          Elections Administrator    Salary:                  

Department:    Elections    FLSA Status:      Exempt 

Location:          Lockhart, Texas    Prepared by:       County Judge 

  

*Applications will be accepted until October 7, 2022 

*Please return job application to County Judges Office or email to kristianna.aranda@co.caldwell.tx.us 

and ezzy.chan@co.caldwell.tx.us 

 

SUMMARY 

The fundamental reason that this position exists is to manage and oversee all operations involved in the 

election process of Caldwell County.   This includes Caldwell County primary, primary-run off, general 

and other required elections such as municipal, county, state, federal and special elections.  The essential 

functions include supervising full-time and part-time elections employees; supervising the financial 

management of the Elections Center; managing the overall elections process for the county; preparing 

for elections; monitoring activities prior to, in preparation for and during Election Day; coordinating 

post-elections activities; serving as liaison with county, state, federal, and private sector groups; serving 

as the Absentee Elections Manager, preparing and providing voter education, and performing various 

activities and projects as directed by the Secretary of State, as well as the Elections Committee and 

County Judge. 

 

SUPERVISION RECEIVED 

Works under the general supervision of the Secretary of State, County Judge, and the Elections 

Committee. 

 

SUPERVISION EXERCISED 

Full and part-time election staff. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 

1. Perform voter registration duties of the county, schools, cities and utility districts (MUD, 

hospital, etc.). 

2. Perform the duties of organizing and conducting elections for the county, schools, cities and 

utility districts (MUD, hospital, etc.). 

3. Develop a working knowledge of ElrctioNet, and other election specific software 

a. Maintain the voting database for all taxing entities in county 

b. Setup elections for all taxing entities in county 

c. Provide all taxing entities in county with pertinent voting information 

4. Hire, supervise and train department employees.  

5. Work with political party chairs in all matters related to elections. 

6. Recruit, train and supervise elections workers. 

7. Custodian of election equipment and all election records 

a. Provide maintenance  

b. Develop storage and retrieval system for above 
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8. Effectively manage public relations for the EA office by: 

a.  providing election information, issuing press releases 

b.  conducting interviews  

c. participating in interviews with the media 

 

9. Prepare, present, and manage the annual departmental budget 

10. Make reports to and work closely with: 

a. County Election Board  

b. County Commissioners Court (as required) 

c. Other county officers as required  

i. Auditor 

ii. Treasurer 

iii. County clerk 

iv. District clerk 

11. Work with US Attorney General’s and Texas Attorney General’s as related to the voting rights 

acts and redistricting of the county precincts. 

12. Keep abreast with all legislation pertinent to elections. 

13. Provide the clerical assistance needed by the Commissioners Court in canvassing precinct 

election returns. 

14. Filing of petitions, determining their validity and any other matters preceding the ordering of an 

election. 

15. Be able to work with and contract with other political subdivisions in the county for their 

election needs. 

16. Attend annual Texas Secretary of State Election Law Seminar and any other functions deemed 

necessary. 

17. Represent the county in an honest and professional manner. 

18. Serve as guest speaker at various community organizations as requested to discuss election 

activities and the tabulation of votes. 

19. Perform any and all other duties of an Election Administrator as set forth in the Texas Elections 

Code. 

20. Other duties as assigned. 

Note:  The duties listed above are intended only as illustrations of the various types of work that 
may be performed.  The omission of specific statements of duties does not exclude them from the 
position if the work is similar, related or a logical assignment to the position and is assigned by 
management. 
 
MANDATORY QUALIFICATIONS: 

 

EDUCATION and/or EXPERIENCE 

High School Diploma or higher;  Elections experience is preferred. 
 

OTHER SKILLS AND ABILITIES 

Microsoft office suite (i.e. email, word, excel), and data base programs; prepare clear and concise records, 

reports, correspondence and other written materials; exercise independent judgment within general policy 

guidelines; establish and maintain effective working relationships with those contacted in the course of 

work. 

 

LANGUAGE  SKILLS 

Read and comprehend simple instructions, short correspondence, and memos; able to write detailed 

correspondence; effectively present information in one-on-one and small group situations to elected 

officials, department heads, vendors, and senior managers and supervisors within the County. 

 
 



 

 

 

 

MATHEMATICAL  SKILLS 

Add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, 

and decimals. 

 

REASONING ABILITY 

Apply common sense understanding to carry out detailed but uninvolved written or oral instructions; 

able to deal with problems involving a few concrete variables in complex situations. 

 

PHYSICAL DEMANDS 

Physical demands described here are representative of those that must be met by an employee to 

successfully perform the essential duties of this job.  Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions of this job. 

 

While performing the duties of this job, the employee is regularly required to stand, walk; use hands 

to finger, handle, or feel; reach with hands and arms.  The employee must regularly lift and/or move 

up to 20 pounds.  Specific vision abilities required by this job include close vision, distance vision, 

color vision, peripheral vision, depth perception, and ability to adjust focus. 

 

WORK ENVIRONMENT 

 

The work environment characteristics described here are representative of those an employee 

encounters while performing the essential functions of this job. Reasonable accommodations may be 

made to enable individuals with disabilities to perform the essential functions. 

 
The noise level in the work environment is usually moderate. 

 
 
SELECTION GUIDELINES 

 

Formal application, rating of education and experience; oral interview and reference check; job 

related tests might be required. 

 

This job description does not constitute an employment agreement between the employer and employee 

and is subject to change by the employer as the needs of the employer and requirements of the job 

change. The employee further understands, and accepts, that this position falls under the provision of an 

"At Will" employment, and under no circumstances is this a contract for employment. 
 


