
 
CALDWELL COUNTY 

 

Part-time Elections Clerk 
   

SUMMARY 

Caldwell County is seeking a part-time Elections Clerk  to assist in election duties.  This includes 

Caldwell County primary, primary-run off, general and other required elections such as municipal, 

county, state, federal and special elections.  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 Coordinator, 

preparing and providing voter education, and performing various activities and projects as directed by 

the Elections Administrator. 

  

SUPERVISION RECEIVED 

Works under the general supervision of the Election Administrator. 

 

SUPERVISION EXERCISED 

None.  
 
 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

1. Process all incoming voter cards (new voters and address changes) 

2. Process all incoming Statement of Residence Cards 

3. Answer any requests by mail  

4. Mail letters relating to voting (Exam notices, change of addresses, incomplete applications) 

5. Process death certificates from county clerk and cross reference with voter poll and jury wheel. 

6. Process Jury Summons Returns and cross reference with voter poll and jury wheel. 

7. Work the Task Summary of ElectioNet to keep up with voters and letters. 

8. Work the Instrument Batch of ElectioNet to make sure letters are being sent 

9. Answer all questions by phone from the public regarding elections 

10. Attend any necessary election training classes by the Secretary of State when offered 

11. Stay on top of election changes and election updates via email from SOS 

12. Process changes in voter poll thru the felon report given to us by the County Clerk/District 

Clerk on a monthly basis 

13. When election is near, set up the polling places and election workers in the system. 

14. Confirm election workers and polling places and make sure all is covered. 

15. Set up Training class for poll workers. Set up location, call workers to attend, host the class, and 

go over changes that apply. Answer Q & A by poll workers. 

16. Program the machines (or assist the EA in programming) for early voting and Election Day. 

Make sure election media are set up correctly in the machine, and make sure that each machine 

is working properly and ready. 

17. Set up the materials for the poll workers to pick up on Election Day. Make sure each polling 

place will have all the supplies that they need for that 12 hour day. 

18. Print out the voting lists to be given to the poll workers for Election Day. 

19. Program the pollbooks for those locations that will receive the pollbooks on election day 

20. Program the pollbooks for early voting. Download the voter lists. 

21. Maintain your voter supplies and order additional supplies when needed. 



22. Make sure you have the correct information posted in the local newspapers when the election is 

near (assist the EA). 

23. During early voting, you will make sure that every voter is coded as VOTED, in our ElectioNet 

system, so that you may give this list to any candidate that requests it, 24-hours after the voter 

has voted. Many candidates will want this information. 

24. Start and maintain spreadsheet for all absentee voting requests. 

25. On the last day of early voting, you will stay late and make sure that everyone that voted early is 

coded. The voting lists will then have to be re-printed 24 hours later to reflect everyone that has 

already voted, for voting day lists to show correctly. These lists will be given to the poll 

workers of each polling place. 

26. On Election Day, the Asst E.A. makes a box of supplies for the Central Counting Station. This 

includes all the supplies that they will need for ballot counting, and signature verifications, etc. 

You will then take this box of supplies to the CCS and be on standby that day if they request us 

to pull any voters cards, or need any additional supplies. 

27. On Election Day, collect all of the supplies, at the end of the day (7pm) from the poll workers. 

This includes the voting machine, the tapes from the machines, and all pizza box items. 

28. On Election Day, we coordinate with our ES&S rep (that will be here with us onsite) to process 

all the early voting numbers when ready, and then again to process all the voting day results 

when they are ready from Central. 

29. Post the final results on the front window when the results are ready 

30. Post-election, code everyone that voted in the election. 

31. Post-election, return all election media to ES&S 

32. Post-election, canvass the votes to the SOS (assist EA) 

33. Post-election, make sure that final results, and all precinct by precinct results are recorded, by 

the required deadline from Secretary of State. 

34. Assist candidates in their request for CD’s. 

35. Assist people from the public to process their volunteer Deputy status. 

36. Other duties as assigned. 

EDUCATION and/or EXPERIENCE 

High School Diploma or higher required;  Election 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. 

 

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. 

 

 


