
 

LINCOLN COUNTY (SD)  

invites applications for the position of: 

 

Elections Specialist 

All applications must be submitted by 5:00 p.m. on the date the position closes. 

SALARY: $15.03 - $16.61 Hourly OPENING DATE: 08/03/17 CLOSING DATE: 08/28/17 05:00 PM 

GENERAL INFORMATION: 

The Lincoln County Auditor's Office invites applications for an Elections Specialist to lead the clerical work 

to maintain voter information for elections for the Lincoln County Auditor's Office. Responsibilities include 

entering data, distributing and processing ballots, responsible for election preparation, and updating 

precinct maps.  

 

***Applicants should attach a resume and cover letter to the online application.*** 

 

*Application deadline has been extended until August 28, 2017.* 

EXAMPLES OF DUTIES INCLUDE: 

Perform all clerical and data entry functions associated with voter registration including accepting and 

processing applications, verifying voter information, identifying and deleting ineligible voter notifications, 

processing reports, processing mailing labels, and mailing registration and removal forms. Distribute and 

process absentee ballots according to procedures established by law. Provide assistance and information 

to other agencies and the public through direct, telephone, and mail contact. Update precinct maps with 

voting precinct changes, update precinct finder with ward/precinct for each residence address through 

the County. Supervise part-time election workers during election periods. Prepare and distribute 

supplies. Assist with setting up for absentee ballots and election night. Prepare voter registration lists. 

Enter voter information into the computer. Clean tabulation equipment and assist in processing votes on 

election night. Provide assistance with confirmation and verification card processing. Monitor voter 

registration deadlines, print poll books, help prepare and organize polling briefcases. Organize, test, and 

inventory election equipment. Process absentee requests and absentee voting through the mail and in 

person. Operate a scanner for counting ballots, post voter history after elections. Provide phone support 

on election days. Other duties as assigned by Auditor.  

MINIMUM QUALIFICATIONS: 

Associate's Degree in business related field plus three years of relevant experience or comparable 

combination of education and experience may be considered. Working knowledge of modern office 

practices. Knowledge and ability to use various computer programs with accuracy at reasonable speed. 

Ability to work on multiple projects within the same time frame, paying close attention to detail. Ability 

to use computer screen and keyboard for extended periods of time. Ability to communicate effectively 

verbally and in writing. Ability to establish and maintain effective working relationships with employees, 

other agencies and the public. Ability to maintain professional appearance and demeanor. 

PREFERRED QUALIFICATIONS: 

General knowledge of local, state and federal election laws. Previous experience with TotalVote Software 

preferred. 

 
APPLICATIONS MAY BE FILED ONLINE AT: http://www.lincolncountysd.org 

OUR OFFICE IS LOCATED AT: 

104 N. Main, Canton, SD 57013 

605-764-6609; 605-367-4337; HR@lincolncountysd.org 

Position #17-12 

ELECTIONS SPECIALIST 

JD 

Lincoln a County is an Equal Opportunity Employer and does not discriminate on the basis of race, color, creed, religion, national origin, citizenship, 

ancestry, gender, gender identity, sexual orientation, marital status, pregnancy, age, disability, veteran's status, genetic information, or any other 
protected group in accordance with state and federal law. Arrangements for accommodations required by disabilities can be made by contacting Human 

Resources at (605) 367-4337. 

 

http://www.lincolncountysd.org/
mailto:HR@lincolncountysd.org

