
 

 
Assistant Registrar III #00054 
City of Virginia Beach – Job Description 
Date of Last Revision: 08-26-2021 

FLSA Status:  Non-Exempt Pay Plan:  General Grade:  19 
 
City of Virginia Beach Organizational Mission & Values 
The City of Virginia Beach exists to enhance the economic, educational, social and physical quality of 
the community and provide sustainable municipal services which are valued by its citizens. The City of 
Virginia Beach organization is based upon a belief in the democratic process of government. This belief 
provides meaningful ways for citizens, reflecting the diversity of our City, to contribute to the 
development of public policy. This process is enhanced by organizational values which guide member 
performance within the Virginia Beach Quality Service System. These Values define our desired 
organizational culture.  We value quality customer service; teamwork; leadership and learning; integrity; 
commitment; and inclusion and diversity. 
 
Class Summary 
Perform difficult paraprofessional work while conducting voter registration and efficient state and 

federal elections in the City of Virginia Beach. Decisions made by the incumbent concerning the work 

of the office are based on a good comprehension of the Virginia Election Laws, the National Voter 

Registration Act, and the policies and procedures of the Office of the General Registrar and the State 

Board of Elections. 

Work is performed independently according to the requirements levied by the Electoral Board and the 

General Registrar, in accordance with State and Federal election laws. 

Representative Work Functions and Responsibilities 
Accurately organize and document voter registration and election information to satisfactorily handle 
detailed inquiries coming into the office from external constituencies. 
 
Provide assistance to subordinate and temporary assistant registrars in the processing of voter 
registrations and the completion of election work to be entered on the computer terminal. 
 
Provide information where more detailed and specific knowledge of personnel, organization, 
department activities, and established practices are involved. 
 
Maintain correspondence files and state required registration cards; responsible for Federal Form 76 
post card registrations and absentee ballot requests, as well as Commonwealth of Virginia absentee 
ballot applications, voting in-house ballots, and keeping State required absentee ballot application lists 
up-to-date for distribution; responsible for absentee voting at Voter Registrar satellite offices; 
responsible for providing information, absentee ballots received,  and supplies to the Central Absentee 
Ballot Precinct on election day. 
 
Assist candidates with filing forms and maintains campaign finance reports. 
 
Processes returned mail and State confirmation. 
 
Coordinate the recruitment, appointment, assignment, training and compensation of election officials 
through correspondence and telephone work. 
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Give information on voting equipment and to demonstrate same to the general public. 
 
Assist with the majority of office tasks and requirements. 
 
Assist in handling tasks or referrals relating to State Board of Elections or the Circuit Court. 
 
Perform other job duties requiring skills, knowledge and physical requirements as demanded by those 
duties described or less. Individual assignments will be determined by the supervisor based on then 
current workloads and department needs. 

 
Performance Standards 
Effectively coordinate and perform difficult voter registration and election assignments; accurately 
maintain reports, files, and requests for service; efficiently assist in processing important legal 
documents and reports; accurately prepare important statistical reports and effectively and cordially 
communicate orally; accurate and thorough when providing constituents with voter registration and 
election information and capable of interacting with the State Board of Elections, the Electoral Board, 
City Council members, candidates for office, and staff of the Clerk of the Circuit Court; careful to handle 
all voter registration matters in a manner to preserve a constituent's right to vote; available to work 
overtime as needed.  
 
Minimum Qualifications 
High school or GED plus six (6) years’ experience in a position providing the knowledge, skills and 
abilities listed above and associated with such positions as Assistant Registrar II, Executive Assistant 
or Administrative Specialist; or any equivalent combination of experience and training which provides 
the required knowledge, skills and abilities.   
 
Must be a registered voter in the Commonwealth of Virginia,  
 
Must be able to obtain a notary commission. 
 
Must have a valid Virginia driver’s license. 
  
Special Requirements 
All employees may be expected to work hours in excess of their normally scheduled hours in response 
to short-term department needs and/or City-wide emergencies. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

1. Broad knowledge of the Virginia Election Laws and the National Voter Registration Act. 
2. Comprehensive knowledge of office practices and record maintenance.  
3. Knowledge of the geography of the City, location of voting polls and additional registration 

sites. 
4. Extensive knowledge of voter registration and voting procedures. 
5. Computer knowledge and skills, especially in Microsoft Office and web based applications. 

B. Skills 
1. Skill in establishing and maintaining effective working relationships with the public and 

other state and City offices. 
2. Strong written and oral communication and organizational skills. 
3. Skill in using office equipment and demonstrating voting equipment to constituents and 

new election officials. 
C. Abilities 
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1. Ability to understand and follow complex oral and written directions. 
2. Ability to maintain voter registration and election records and prepare reports from such 

records. 
3. Ability to make decisions in accordance with laws, ordinances, regulations and established 

policies. 
4. Ability to effectively communicate with other city employees, customers, and the general 

public both orally and in writing. 
5. Ability to handle proper staffing of polling locations. 
6. Ability to provide volunteers and temporary assistant registrars with voter registration and 

absentee ballot information. 
7. Ability to perform tasks requiring incumbent to sit or stand for extended periods throughout 

the workday. 
8. Ability to perform data entry or maintain handwritten records. 
9. Ability to hear at a conversational level. 
10. Ability to occasionally work an irregular schedule to accommodate facility hours and 

events. 
11. Ability to operate a motor vehicle. 
12. Ability to operate a computer and use city standard software applications. 
13. Ability to operate other standard office equipment such as printer, copier, calculator, and 

multi-line phone system. 
14. Ability to comprehend and follow oral and written instructions with minimal guidance from 

others. 
15. Ability to maintain an appropriate work pace, focus on routine and complex tasks without 

distraction or compromising accuracy, and complete tasks within expected time frame. 
16. Ability to perform a variety of tasks that may vary from day to day. 
17. Ability to establish and maintain effective working relationships with merchants, the public, 

supervisor, and co-workers. 
18. Ability to perform tasks that require obtaining cooperation from co-workers or citizens to 

accomplish assigned tasks. 
19. Ability to work independently, but seek guidance when uncertainties arise. 
20. Ability to remember procedures or steps and recall them to carry out routine tasks. 
21. Ability to adjust routine procedures to accommodate challenges or improve processes. 
22. Ability to adjust to typical work stressors and maintain composure in stressful situations. 

 
 Working Conditions 
Working conditions are intended to provide a general overview of the environmental conditions 
inherent in the job setting, as well as the physical, mental, and sensory requirements necessary to 
perform the essential functions of positions in the noted job title.  A more detailed description will be 
made available at the position (PCN) level both internally and externally with all posted open positions. 
 
NOTE: Per HR Policy 6.19, Americans with Disabilities, the City follows the requirements of the 
Americans with Disabilities Act (ADA) in all hiring and employment decisions.  The City shall not 
discriminate on the basis of disability in its hiring and employment practices.  The City shall make 
reasonable accommodations for the known physical or mental limitations of a qualified applicant or 
employee with a disability upon request unless the accommodation would cause an undue hardship 
on the operation of the City’s business. 
 

 

Physical Requirements: Physical refers to the requirement for physical exertion and coordination of 
limb and body movement. 
Requires sedentary work that involves walking or standing some of the time and involves exerting up to 
30 pounds of force on a regular and recurring basis and routine keyboard operations. 
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Mental Requirements: Mental refers to the degree that the job involves cognitive activities, and use of 
mental processes 
Performs clerical and technical tasks requiring a wide range of procedures and requiring intensive 
understanding of a restricted field or complete familiarity with the functions of a unit or small division of 
an operating agency; requires normal attention with short periods of concentration for accurate results 
or occasional exposure to unusual pressure. 
 
Environmental Conditions: Environmental refers to job conditions inherent to the job setting, including 
those that may lead to injury or health hazards even though precautions have been taken. 
This job involves a risk of limited to no exposure to any environmental hazards. 
 
Sensory Requirements: Sensory refers to hearing, sight, touch, taste, and smell required by the job. 
This job requires normal visual acuity, and field of vision, hearing, and speaking. 
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Assistant Registrar III - Technology 
Specialist #00054 
City of Virginia Beach – Job Description 
Date of Last Revision: 11-17-2015 

FLSA Status:  Non-Exempt Pay Plan:  General Grade:  19 

   
City of Virginia Beach Organizational Mission & Values 
The City of Virginia Beach exists to enhance the economic, educational, social and physical quality of 
the community and provide sustainable municipal services which are valued by its citizens. The City of 
Virginia Beach organization is based upon a belief in the democratic process of government. This belief 
provides meaningful ways for citizens, reflecting the diversity of our City, to contribute to the 
development of public policy. This process is enhanced by organizational values which guide member 
performance within the Virginia Beach Quality Service System. These Values define our desired 
organizational culture.  We value quality customer service; teamwork; leadership and learning; integrity; 
commitment; and inclusion and diversity. 
 
Class Summary 
Perform difficult paraprofessional work and administrative and technical duties required to conduct and 
ascertain efficient local, state, and federal elections held in the City of Virginia Beach; assist the 
General Registrar by coordinating the elections process; perform technology based duties of the office; 
and is responsible for the planning and implementation of technical programming, testing and 
preparation of the equipment used at polling locations on Election Day. Must stay prepared to give 
information on voting machines and electronic pollbooks and to demonstrate same.  
 
Work is performed independently according to the requirements levied by the Electoral Board and the 
General Registrar, in accordance with State and Federal election laws. 
 
Representative Work Functions and Responsibilities 
Exercise responsibility for all matters pertaining to the testing and maintenance of hardware and 
software used in the voting machines and electronic pollbooks. Plan and carry out a preventative 
maintenance program for voting equipment and periodically inspect equipment and complete or secure 
necessary repairs. Oversee the Logic and Accuracy testing performed on the voting equipment. 
 
Assist the General Registrar in refining work plans including inventory processes, election related data 
files and reports. 
 
Oversee the Voter Registrar’s warehouse and machine technicians. 
 
Work with Information Technology to keep the department current with software upgrades. 
 
Coordinate work procedures involving new voting precinct lines and processes. 
 
Maintain street files and assist with the redistricting process. 
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Provide assistance to subordinate and temporary assistant registrars in the processing of voter 
registrations and the completion of election work to be entered on the computer terminal. 
 
Create, update, and maintain databases used by the office.  
 
Assist webmaster in maintaining a useful and accurate website. 
 
Perform other job duties requiring skills, knowledge and physical requirements as demanded by those 
duties described or less. Individual assignments will be determined by the supervisor based on then 
current workloads and department needs. 
 
Performance Standards 
Implement the technical and administrative responsibilities of the Office of the General Registrar in an 
effective and timely manner; effectively train the staff and pollworkers on maintaining up-to-date 
processing of election activities; maintain accurate records of voting machines and electronic 
pollbooks. Accurately prepare important statistical reports and effectively and cordially communicate 
orally; accurate and thorough when providing constituents with voter registration and election 
information and capable of interacting with the State Board of Elections, the Electoral Board, City 
Council members, candidates for office, and staff of the Clerk of the Circuit Court.  Able to work 
overtime as needed 

 
Minimum Qualifications 
Any combination of education (above high school), training, and/or experience equivalent to six (6) 

years in a field related to technical support, or voting technology, utilizing the required knowledge, 

skills, and abilities. 

 

Must be a registered voter in the Commonwealth of Virginia. 

 

Must have, or obtain, a current and valid Virginia driver’s license in accordance with Virginia DMV 
driver’s license eligibility requirements. 
 

Preferred Qualifications 
Considerable experience in voting equipment maintenance and voter registration process. Thorough 
knowledge of office terminology, procedures and equipment. Thorough knowledge of business math 
and English. Ability to make decisions based on the Code Book of Virginia Election Laws, State Board 
of Elections, General Registrar, and Electoral Board handbooks. Ability to communicate effectively both 
orally and written. 

 
Special Requirements 
All employees may be expected to work hours in excess of their normally scheduled hours in response 
to short-term department needs and/or City-wide emergencies. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A.  Knowledge 

1. Knowledge of capabilities of information technology software, hardware, and network 
communication technology. 

2. General knowledge of and understanding voting equipment used in the administration of 
elections. 

3. General knowledge of registration, voting procedures, office terminology, work procedures, 
and absentee ballots. 
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4. Knowledge of basic, effective processes, methods, and techniques to analyze and 
evaluate business operations. 

5. Knowledge of training/education theory and techniques and proven skills in the 
development and delivery of training. 

B. Skills 
1. Skill in establishing and maintaining effective working relationships with the public and 

other State and City offices. 
2. Skill in prioritizing issues, problems, and concerns to determine how best to apply available 

resources and identify when to request additional assistance.  
3. Skill in use of microcomputers and state-of-the-art desktop productivity software and 

databases. 
4. Skill in supervising and training permanent and temporary workers. 
5. Proven analytical skills and the ability to evaluate situations and problems and to offer 

effective solutions based on the needs and resources of the office. 
C. Abilities 

1. Ability to comprehend and follow oral and written instructions with minimal guidance from 
others. 

2. Ability to translate technical terminology into terms understandable to management and 
employees. 

3. Ability to maintain an appropriate work pace, focus on routine and complex tasks without 
distraction or compromising accuracy, and complete task within expected time frame. 

4. Ability to maintain accurate records and to prepare concise reports. 
5. Ability to plan and supervise the work of others. 
6. Ability to make difficult decisions in accordance with laws, ordinances, regulations and 

established policies. 
7. Ability to perform tasks requiring incumbent to sit or stand for extended periods of time 

throughout the workday. 
8. Ability to occasionally work an irregular schedule to accommodate facility hours and 

events. 
9. Ability to effectively communicate with other City employees, customers, and the general 

public both orally and in writing. 
10. Ability to perform a wide variety of assigned tasks that may vary from day to day. 
11. Ability to perform tasks that require obtaining cooperation from co-workers or citizens to 

accomplish assigned tasks. 
 
 Working Conditions 
The below stated working conditions are intended to provide a general overview of the environmental 
conditions inherent in the job setting, as well as the physical, mental, and sensory requirements 
necessary to perform the essential functions of positions in the noted job title.  A more detailed description 
will be made available at the position (PCN) level. 
 
NOTE: Per HR Policy 6.19, Americans with Disabilities, the City follows the requirements of the 
Americans with Disabilities Act (ADA) in all hiring and employment decisions.  The City shall not 
discriminate on the basis of disability in its hiring and employment practices.  The City shall make 
reasonable accommodations for the known physical or mental limitations of a qualified applicant or 
employee with a disability upon request unless the accommodation would cause an undue hardship on 
the operation of the City’s business. 
 
Physical Requirements: Physical refers to the requirement for physical exertion and coordination of 
limb and body movement. 
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Requires sedentary work that involves walking or standing some of the time and involves exerting up to 
30 pounds of force on a regular and recurring basis and routine keyboard operations. 
 
 
Mental Requirements: Mental refers to the degree that the job involves cognitive activities, and use of 
mental processes 
Performs clerical and technical tasks requiring a wide range of procedures and requiring intensive 
understanding of a restricted field or complete familiarity with the functions of a unit or small division of 
an operating agency; requires normal attention with short periods of concentration for accurate results 
or occasional exposure to unusual pressure. 
 
Environmental Conditions: Environmental refers to job conditions inherent to the job setting, including 
those that may lead to injury or health hazards even though precautions have been taken. 
This job involves a risk of limited to no exposure to any environmental hazards. 
 
Sensory Requirements: Sensory refers to hearing, sight, touch, taste, and smell required by the job. 
This job requires normal visual acuity, and field of vision, hearing, and speaking. 
 

 


