POSITION DESCRIPTION
COUNTY OF JOHNSON, INDIANA

POSITION: Voter Registration Deputy

DEPARTMENT: Clerk

WORK SCHEDULE: 8:00am-4:30pm, M-F

JOB CATEGORY: COMOT 11 (Computer, Office Machine Operation, Technician)
STATUS: Full-time

FLSA STATUS: Non-exempt

DATE WRIITEN: December 2019

DATE REVISED: October 2025

To perform this position successfully, an individual must be able to perform each essential function of the position
satisfactorily. The requirements listed in this document are representative of the knowledge, skill, and/or ability required.
Johnson County provides reasonable accommadations to qualified employees and applicants with known disabilities who
require accommodation to complete the application process or perform essential functions of the job, unless those
accommodations would present an undue hardship.

Incumbent serves as Voter Registration Deputy for the Johnson County Clerk's Office, responsible
for maintaining accurate registration and voting records, providing access to records, and assisting
the public. Processes marriage license applications.

DUTIES:

Greets visitors and answers phone calls, ascertains nature of business, responds to request promptly
and positively, processes cash/credit payments, and directs to the appropriate official when necessary,
all while providing superior customer service.

Maintains strict security, confidentiality, and record of voter files.

Assists with voter registration and ensures compliance with standard operating procedures of the
Statewide Voter Registration System (SVRS) including processing and mailing voter registration cards,
correcting/updating and scanning registrations and signatures electronically from various voter
registration sources, verifying precinct assignment of voters, and data entry of required information.

Assists with Election Day duties for poll workers, including preparing training materials for classes,
registering workers and monitoring class attendance, collecting forms from workers, and assisting with
electronic poll book training. Provides assistance and responds to questions from voters and poll
workers as needed.

Travels to area nursing homes for Early Voting opening procedures and set up, generate proper reports,
and completes closing procedures and tear down.

Prepares election documents/ballots, precinct kits, equipment, and polling lists for use by precinct
election board members on Election Day, tracks inventory, and completes reports for requested
information from media.

Helps conduct audits on voting machines and post-election processes.



Works with Clerk when Commissioner and Council Districts are being evaluated. Updates city/town
districts in SVRS when necessary.

Processes voter registration transfers of those who have moved, updating information in database and
adjusting precinct documents. Purges voter registration documents as required, Investigates and
resolves issues with missing information or indecipherable applicant handwriting.

Processes applications and prepares/mails absentee ballots. Ensures that voter gets correct ballot,
generates mailing labels, assembles packets, updates electronic poll book, and run reports for Absentee
board to maintain checks and balance system.

Processes Candidate Filing for candidates running for future Johnson County elected positions by
ensuring required forms are completed correctly, certifying documents, filing and verifying documents,
and generating requested reports of candidate.

Required to complete a competency evaluation on statewide voter registration system bi-annually.

Attends on-line and in person training events required.

Completes a thorough check of voter registration forms for all registered voters during non-election

years.

Maintain campaign finance records for candidates and political action committees (PAC) by ensuring
those that are required to submit the financial reports on scheduled due dates are reminded by
sending letters/packets and calling, all delinquencies are reported to the Election Board.

Prepares and conducts presentation of voting procedure to area schools.

Issues marriage licenses using Indiana State's marriage license online registration, and also prepares,
processes, certifies documents, mails license packets, completes payment process, and updates case
management system, providing "Proof of SingalitV' as needed, maintaining accurate records of all
marriage licenses and notifying media outlets of filed licenses.

Handles cash and credit card payments providing change when necessary. Daily balancing report and
funds are taken to Bookkeeper at end of day.

Processes petitions when required which includes researching and ensuring the verification of the
registration and mailing a registration form if needed.

Identifies and maintains information for "Destruction of Records" requests.

Completes a thorough check of voter registration forms for all registered voters during non-election

years.

Monitors documents for State changes and updates forms as needed.

Maintains Destruction of Records process per Indiana Archives and Records Administration guidelines
annually.

Daily pickup and distribution of mail including sorting mail and placing in designated area.

Performs duties of other office personnel including Voter Registration First Deputy.



Required to travel for Election conferences and training including some overnight stays.
Required to work overtime during peak Election times and Election Day.
Maintain security, confidentiality and record per county, state, and federal guidelines.

Maintain a clean and organized working environment.

1. JOB REQUIREMENTS AND DIFFICULTY OF WORK:

High attention to detail for accuracy and for error identification is essential for position. Errors can
adversely affect security, confidentiality, and record for multiple government agencies.

Excellent communication skills required for position as work can impact many departments, therefore
communication is essential.

Working knowledge of standard policies and practices of the Voter Registration Office with the ability
to effectively respond to inquiries and apply appropriate procedures accordingly.

Working knowledge of Indiana voting laws, regulations, code book, and ability to effectively impart
factual information to co-workers, other departments, and the public.
Working knowledge of County precincts, wards, and township with the ability to read County maps and

utilize geographical information system (GIS) database.

Working knowledge of standard office procedures and department software applications and online
tools, including State court case management system and information technology extranet, and ability
to apply such knowledge to a variety of interrelated processes, tasks, and operations.

Working knowledge of basic filing systems and ability to create and maintain accurate and complete
departmental records and files.

Working knowledge of standard English grammar, spelling, and punctuation, and ability to prepare
correspondence and written reports and properly operate a variety of standard office equipment
including computer, calculator, fax machine, copier, scanner, telephone, electric paper folder, shredder,
automatic letter opener, credit card reader for payments, label maker, paper cutter, battery chargers for
voting machines.

Ability to compute, perform arithmetic operations, such as measuring, figuring, tabulating, test/survey

results, and determining charges.

Ability to compare or observe similarities and differences in data and analyze, evaluate, observe,
diagnose, or investigate data.

Ability to compile, collate, classify, analyze, evaluate, observe, diagnose, investigate, coordinate, place,
make determinations, and take action based on data analysis.

Ability to understand, memorize, retain and carry out written or oral instructions and present findings in
oral and written form.



Ability to provide public access to or maintain confidentiality of department information and records
according to State requirements.

Ability to effectively communicate orally and in writing with co-workers, other County personnel,
attorneys, and the public, including being sensitive to professional ethics, gender, cultural diversities
and disabilities.

Ability to competently serve the public with diplomacy and respect, including occasional encounters
with irate/hostile persons.

Ability to work alone with minimal supervision and with others in a team environment, often under
time pressure. Ability to muiti-task job duties.

Ability to comply with all employer and department policies and work rules, including, but not limited
to, attendance, safety, drug-free workplace, and personal conduct.

Ability to occasionally work extended hours, weekends, evenings, travel out of town for training,
conferences, and meetings, sometimes overnight.

Willingness and ability to cross-train for other departments.

High School Diploma or GED.

Must be at least 18 years of age.

Must be deputized and reside in Johnson County.

Possession of a valid driver's license and demonstrated safe driving record.

Il. RESPONSIBILITY:

Incumbent performs standard, recurring duties according to well-established Department
policies/procedures and legal requirements, with priorities determined by supervisor, service needs of
the public, and seasonal deadlines. On rare occasions, decisions are made in the absence of specific
policies and procedures, and/or guidance from supervisor. Work is reviewed primarily for adherence to
instructions/guidelines and compliance with legal requirements and Department policy. Work errors
are primarily detected or prevented through legally defined procedures. Work errors could result in loss
of time to correct error and inconvenience to other agencies or the public. Acts in the name of the
County Clerk and shall perform all official acts as may be lawfully done.

lil. PERSONAL WORK RELATIONSHIPS:

Incumbent maintains frequent contact with coworkers, other County, State, and Federal departments
and agencies, private agencies/organizations/businesses, and the public for the purpose of giving and
receiving information, explaining and interpreting policies and procedures, teaching or presenting
subject matter, and exchanging ideas via email, phone, US mail, fax, and in-person interaction which can
be time-sensitive in nature all while adhering to Indiana Code.

Incumbent reports directly to the Voter Registration First Deputy, Chief Deputy Clerk and to the Clerk of
Circuit and Superior Court.



V. PHYSICAL EFFORT AND WORK ENVIRONMENT:

Incumbent performs duties in a standard office environment involving sitting/walking at will, driving,
lifting/carrying objects weighing less than 50 pounds, bending/reaching, close/far vision, depth/color
perception, pushing/pulling objects, crouching/kneeling, keyboarding, speaking clearly, hearing
sounds/communication, handling/grasping/fingering objects, and sitting for long periods. Incumbent
occasionally works extended hours, weekends, evenings, travels out of town for training, conferences,
meetings, and sometimes overnight. Incumbent also walks and is exposed to adverse weather
conditions to retrieve and distribute mail.

APPLICANT/EMPLOYEE ACKNOWLEDGEMENT:

The job description for the position of Voter Registration Deputy for the Clerk's Office describes the
duties and responsibilities for employment in this position. | acknowledge that | have received this job
description, and understand that it is not a contract of employment. | am responsible for reading this
and complying with all job duties, requirements and responsibilities contained herein, and any
subsequent revisions.

Is there anything that would keep you from meeting the job duties and requirements as outlined?

Yes No

Applicant/Employee Signature Date

Print/Type Name

10/27/2023



