
Indian River County 
Supervisor of Elections 
 
 

 
 

Job Summary: 
This position entails two areas of responsibility: voter services and special events    
 
 

Voter Services:  Responsible for administrative work involving voter registration, list maintenance, and tasks performed by the 
voter registration department. 

 
 

Special Events: Highly responsible administrative position tasked with organizing and promoting special events. Responsible 
for creative branding and innovative programs which educate the public about voting and the elections process.   
 

Primary Responsibilities & Duties: 
VOTER SERVICES 

 Process voter registration applications 

 Facilitate mailings of voter registration cards, voter correspondence, polling place change notices, and political party 
disbandment letters 

 Perform list maintenance procedures  

 Operation of multi-line telephone system 

 Mail processing 

 Research and process provisional ballots 

 Assist with election recounts and post-election audits 

 Thorough knowledge of voting equipment operation 

 Assist with poll worker training as needed 

 Perform other related duties as required 

 
SPECIAL EVENTS 

 Develop campaigns that promote the Supervisor of Elections office 

 Coordinate open houses, instructional seminars, and promotional videos 

 Liaise with businesses, government entities, citizens, and other outreach representatives to identify and leverage 
strategic community partnerships 

 Research, analyze and interpret data to create contest entries, charts, and infographics to continually evolve 
communications and outreach strategy 

 
 

QUALIFICATIONS: 

Bachelor’s degree or equivalent combination of education, training and experience which provide the requisite knowledge, 
skills, and abilities for this job. Excellent verbal and written communication skills. Strict attention to detail, demonstrated 
leadership ability, and organizational skills.  Ability to multitask under strict deadlines and work efficiently under pressure.  
Proficient in Microsoft Office programs.  Must be able to bend, kneel, squat, stand and lift heavy objects as needed.  May be 
required to work overtime on evenings and weekends.  Must possess a valid Florida driver’s license.  Equal 
opportunity/affirmative action employer.   
 
Salary: Based on experience 
 

Benefits: 
 Benefit package – Health/Dental/Life/Retirement 

 Exempt position 
Submit resume to mhoussell@voteindianriver.com   
 

VOTER SERVICES & SPECIAL EVENTS 
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