TOWN OF SEYMOUR
JOB DESCRIPTION
Office of the Registrar
Registrar of Voters
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GENERAL STATEMENT OF DUTIES:
The Registrars of Voters are elected officials, one Republican and one Democrat, who plan and execute fair and accurate elections in accordance with state and federal statutes.  Additionally, the Registrars maintain the voter registry list, adding voters and making changes as necessary. 

ESSENTIAL DUTIES & RESPONSIBILITIES:
· Plan and conduct federal, state, special and local primaries, elections, and referendums. 
· Maintain voter registration records, registering new voters and changing voter records as needed based on information from voters, the Department of Motor Vehicles, the Town Clerk, and other official sources.
· Plan and conduct hand re-count after elections when precincts are subject to post election audits. 
· Maintain election equipment. 
· Conduct annual canvass of voters. 
· Conduct new voter outreach. 
· Respond to voter, candidate, and other inquiries. 
· Educator electors on the use of voting equipment. 
· Prior to each election, hire, train and schedule election officials to work on Election Day, and for any election follow-up work as needed. The Registrars try to ensure that all poll workers have been properly trained, are aware of all the latest election related laws and that the election is conducted in a fair and bipartisan manner. 
· Tabulate returns on election night, conduct the official canvass of votes cast, submit election results to the Town Clerk. 
· Ensure that the Moderator completes and files the Moderator’s Log with the Town Clerk and Secretary of the State. 
· Update records as to who voted after every election. 
· Attend Registrar of Voter meetings, conferences, and seminars in order to keep up to date on Election Law and practices. 
· Prepare and monitor the Registrar of Voters budget. 
· Implement new election laws as adopted by CT State Legislature and/or Congress. 
· In addition to the duties listed above, the Registrar is obligated to meet all responsibilities mandated by Connecticut General Statutes, or the Secretary of State. 

SUPERVISION RECEIVED:
· The Registrar works under the direction of the Secretary of State. 
· Works under general supervision of the First Selectman. 
SUPERVISION EXERCISED:
· Oversees all Registrars’ Office employees and poll workers.  

QUALIFICATIONS:
KNOWLEDGE, SKILL, AND ABILITIES:
· Thorough knowledge of local, state, and national election practices and procedures. 
· Ability to read, understand and explain Connecticut State laws. 
· Ability to use basic software programs such as Microsoft Word, Excel, PowerPoint, and Outlook.  
· Ability to interact with town residents, town board and commission members, auditors, state officials, and officials of other towns. 
· Must be available during election days outside of typical work hours. 

EXPERIENCE AND TRAINING:
· [bookmark: _GoBack]Registrar must be an elector of the town of Seymour
· Ultimately the town residents elect the Registrar, but the following skills and qualifications are helpful in being prepared to perform the duties of the job: 
· Associate or Bachelor’s Degree and 2 years working experience performing administrative or managerial functions is desirable; or any equivalent combination of education and experience. 

REVIEW PROCESS:
Essential duties & responsibilities will be reviewed directly with The First Selectman employee’s department head, the Director of Operations, in an annual meeting scheduled each January
The First Selectman, in conjunction with the employee’s department head and HR, will conduct an annual employee performance review each January and mid-year review each July. 
A formal, written report on the employee’s performance will be completed by the First Selectman and the Department Head.  The employee must sign off on the report (to show receipt of a copy, not agreement with the evaluation) and a copy will be placed in the employee’s personnel file.
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