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Elections Data Specialist 
Job Description 

 

Department: Clerk 
Position: Career Service 
Grade:  720 
Supervisory: No 
Reports to: Ballot Center Supervisor 

 
 
Summary 
Under general guidance and supervision of the Ballot Center Supervisor, provides technical and support 
services for election data systems, hardware diagnostics, and reporting compliance. Conducts data 
analysis using scripting and automation tools, assists in the maintenance and upkeep of voting systems, 
and produces official election materials. Supports election integrity through hands-on technical problem 
solving and end-to-end operational coordination. 
 
Essential Functions 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 

1. Analyze routine to complex election data using tools such as Excel, PowerShell, SQL, and Python 
to create statutory reports for code compliance and transparency reporting, ballot processing 
analysis and optimization, and voter list maintenance. 

2. Coordinate the precise synchronization of election and voter data between ballot sorting 
machines, electronic pollbooks, and the state voter registration database. 

3. Implement and maintain digital chain of custody and tracking for ballot processes. 
4. Perform physical and technical maintenance on election voting and ballot processing 

equipment; monitor election supplies and conduct inventory. 
5. Proofread reports and data regarding ballot creation and layout to ensure accuracy, regulatory 

compliance, and consistency. 
6. Implement comprehensive ballot programming for Federal, State, County, and Municipal 

elections using specialized software. 
7. Configure voting machines and ballot marking devices; plan and create test decks to conduct 

Logic and Accuracy (L&A) testing; validate system performance, reliability, and compliance with 
elections standards prior to deployment. 

8. Design and update precinct maps using Geographic Information System (GIS) tools in 
collaboration with the County Information Systems Department. 
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9. Prepare, manage, and archive physical and digital election materials and records in accordance 
with records retention laws, audit requirements, and security protocols. 

10. Perform the functions of an Elections Specialist, including operational responsibilities and assist 
with training temporary staff on technical systems, to support election integrity and continuity 
of operations, as needed. 

 
Knowledge, Skills, and Abilities 

• Knowledge of proper grammar, spelling, and punctuation 
• Knowledge of chain of custody principles, audit controls, and records retention laws applied to 

both physical and digital election materials 
• Skilled in using Excel, PowerShell, SQL, Python, or similar scripting tools to synthesize routine to 

complex datasets, automate processes, and create statutory reports 
• Skilled in communicating technical information, system errors, or procedures, both verbally and 

in writing 
• Ability to distill relevant and useful elements from vast amounts of information 
• Ability to maintain cooperative working relationships with those contacted during work 

activities 
• Ability to proofread, validate data, and ensure the absolute accuracy and integrity of election 

results and materials 
• Ability to communicate effectively both verbally and in writing and to understand and follow 

clear work instructions 
• Ability to manage concurrent election timelines, prioritize operational deliverables, and work 

effectively under strict statutory deadlines  
• Ability to assist in training others in basic elections systems and software program functions 
• Ability to operate, diagnose, maintain, and repair voting machines, ballot sorting/scanning 

machinery, and electronic pollbooks in a high-reliability environment 
 
Supervisory Responsibility 
This position has no direct supervisory responsibility but serves as a coach and mentor for other 
positions in the department. 
 
Work Environment 
Work is performed in the Utah County Ballot Center. This role routinely uses standard office equipment 
such as laptops, desktops, smartphones, photocopiers, shredders, and filing cabinets. The noise level in 
the work environment is usually moderate. Work exposes the incumbent to seasonal high stress 
situations including contact with the public and others in confrontational, emotionally charged, or 
uncomfortable circumstances. The incumbent may be required to drive Utah County owned or 
contracted vehicles in the course of conducting County business and must abide by the Utah County 
Vehicle Policy. 
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Physical Demands 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job.  
 
While performing the duties of this job, the employee is required to use manual dexterity to handle, 
feel, and operate objects, tools and controls, and reach with hands and arms. The employee is 
frequently required to stand, talk, and listen. Specific vision abilities by this job include close vision and 
ability to adjust focus. The employee is required to type, file, and lift supplies up to fifty (50) pounds. The 
employee pushes, pulls, or otherwise moves a wheeled cart weighing up to three hundred (300) pounds. 
The employee may occasionally drive a motor vehicle. 
 
Position Type/ Expected Hours of Work 
Incumbent must work forty (40) hours each week to maintain full-time status. The expected work hours 
are 8:00 am to 5:00 pm, Monday through Friday. Occasional evening and weekend work may be 
required as job duties demand. 
 
Travel 
Travel is primarily local during the business day and may include transporting equipment to locations 
within Utah County. Some out-of-area and overnight travel may be expected, up to five (5) percent.  
 
Required Education and Experience 

1. Associate’s degree. 
2. Three (3) years of general clerical, technical, or support experience, of which two (2) years are 

directly related to the duties described above. 
3. Equivalent combinations of education and experience may also be considered. 

 
Preferred Education and Experience 

1. Preference may be given to applicants with Olene Walker VOTE certification or currently 
pursuing certification.  

2. Preference may be given to applicants with knowledge of Utah Election laws, federal mandates, 
and County Clerk statutory obligations to ensure regulatory compliance. 

3. Preference may be given to applicants with knowledge of elections equipment, software, and 
standard office practices. 

4. Preference may be given to applicants with knowledge of GIS tools to design, analyze, and 
update precinct and district maps. 

 
Additional Eligibility Qualifications 

1. Applicants must be a U.S. citizen, 18 years of age or older, and eligible to register to vote. 
2. Applicants must possess Olene Walker VOTE certification or obtain certification within three (3) 

years in position. 
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3. Applicants may be required to obtain a valid State of Utah driver’s license within sixty (60) days 
of employment.  

4. Selected applicants will be required to submit to a pre-employment drug screen and background 
check. 

 
AAP/EEO Statement 
It is the policy of Utah County Government to assure equal employment opportunity to its employees 
and applicants for employment without regard to race, color, religion, national origin, disability, age, 
sex, sexual orientation, genetic status, or gender identity. 
 
Other Duties 
Please note this job description is not designed to cover or contain a comprehensive listing of activities, 
duties, or responsibilities that are required of the employee of this job. Duties, responsibilities, and 
activities may change at any time. 
 
Utah County Government is a drug-free workplace. 
 
Acknowledgement below to be completed after an offer has been extended and accepted.  
 
This job description has been approved by the Office of Human Resource Management in consultation 
with the Department Head. 
 
Signature below constitutes an understanding of the requirements, essential functions, and duties of the 
position. 
 
Candidate / Employee ______________________________  Date _______________________ 


