
 

 
Deputy Director of Elections # 03144 
City of Virginia Beach – Job Description 
Date of Last Revision: 12-21-2022 

FLSA Status:  Non-Exempt Pay Plan:  General Grade:  25 
 
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 
Performs complex professional and administrative functions assisting the Director of Elections/General 

Registrar. Manage the complex logistical and organizational requirements for each election, including 

security policies and procedures, risk assessment, contingency planning, and daily operational standards.  

Directs and supervises employees who manage absentee ballot processing, early voting processing, 

voting machines, election officials, voter registration, training and the materials required for each election. 

Assists the Director in working with the Clerk of the Circuit Court in planning and executing recounts and 

risk limiting audits. 

The Deputy Director of Elections is a Virginia Beach administrative employee who works under the direct 

supervision of the Director of Elections / General Registrar. 

Representative Work Functions and Responsibilities 
Assists the Director with overall office management and assumes responsibility in the Director’s absence. 

Supervise operations and personnel in the Office of Voter Registration & Elections. 

Responds to citizens questions and concerns. Supervises the system documenting staff response to 

citizen concerns. 

Makes projections and oversees preparations for facilities, equipment, training, and staffing based on 

statutory and accessibility requirements, voter registration trends and voter turnout from previous 

elections.  Develops timelines, arranges pre-election meetings, and coordinates election related activities 

with the Director, Virginia State Board of Elections, Virginia Department of Elections (ELECT) including 

the Commissioner, vendors, public safety, schools, and various governmental agencies. 

Direct and participate in the preparation and maintenance of complex reports, records, files and 

documents regarding voter registration and Election Day resource allocation. Responsibilities in election 

preparation may consist of having extra phones and computers installed, obtaining manpower to help 

move the voting equipment to and from the voting polls, ordering required supplies, and securing 
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additional space for election operations.  

Oversees the preparation for precinct and early voting (absentee) materials including but not limited to the 

assignment of voting equipment supplies according to number of registered voters expected in all voting 

locations; preparation and implementation of all Logic and Accuracy testing performed on the voting 

equipment;  provides the instructions for the daily reconciliation of voters and ballots cast, including those 

placed in drop off containers; and supervises the warehouse functions, including supervising the  

machine technicians.  

Assists in the preparation of initial drafts of training designs for the Director and Board members to review 

in accordance with Minimum Standards prescribed by ELECT. 

Assists the Director with the preparation of the budget. 

Assists with interviewing and onboarding new employees. 

Provides feedback to employees regarding job performance. 

Supervises and trains employees in office policies and procedures; coordinates work procedures 

involving new voting precinct lines. 

Coordinates with the Clerk of the Circuit Court and staff regarding Canvass, provisional ballot process, 

recounts, and risk limiting audits. 

Assisting in the implementation and maintenance of the Voting Equipment Security Plan, Continuity of 

Operations Plan (COOP) and the modified operations plan due to a weather event. 

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 Director based on then current 

workloads and department needs.  

Performance Standards 
Meets or exceeds all duties described in the work functions above, including but not limited to assisting 

the Director in the implementation of the administrative responsibilities of the Office of Voter Registration 

and Elections in an effective and timely manner; accurately prepares important statistical reports and 

effectively and cordially communicate when providing constituents with voter registration and election 

information; interacting effectively with ELECT, the Electoral Board, City Council members, City Manager, 

candidates for office, and staff of the Clerk of the Circuit Court. Effectively supervises the staff on 

maintaining up-to-date processing of election activities; maintains accurate financial records and compiles 

applicable data. 

Minimum Qualifications 
Requires any combination of education (above the high school level) and/or experience equivalent to six 

(6) years, in fields providing the knowledge, skills, and abilities listed above, such as assistant (deputy) 

registrar, election and/or voter registration management.   

Must be a registered voter in the Commonwealth of Virginia. 
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Must have or obtain a valid Virginia driver’s license and be able to obtain a notary commission. 

Preferred Qualifications 
Extensive knowledge of voter registration and elections processes; ability to complete tasks and take 

directions from more than one person at the same time. 

Experience responding to the public regarding elections. 

At least three (3) years of supervisory experience, preferably with elections. 

Be a resident of the city of Virginia Beach. 

Special Requirements 
All employees may be expected to work hours in excess of their normally scheduled hours in response to 
departmental needs and/or City-wide emergencies. 
 
Must have or become designated as a Virginia Registered Election Official within two (2) years from date 
of hire. 
 
Must have or become certified as a Certified Election and Registration Administrator within five (5) years 
from date of hire. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
 
A.   Knowledge 

1. Comprehensive knowledge of the laws governing voter registration and the conduct of                          
elections and the State’s required procedures in the maintenance of voter lists and other                         
official records 

2. Extensive knowledge of registration and voting procedures. 
3. Knowledge of the geography of the City, location of voting polls and additional registration                        

sites. 
4. Considerable knowledge of office management and record keeping procedures in                        

accordance with the Library of Virginia.  
5. Knowledge of basic statistics and research methods. 
6. Extensive 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, media, 
and other state and City offices. 

2. Skill in supervising and training permanent and temporary workers. 
3. 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 provide assistance to voters and general public and to explain voter registration and 
related procedures clearly. 

2. Ability to plan and supervise the work of others. 
3. Ability to make difficult decisions in accordance with laws, ordinances, regulations, and 

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

throughout the workday. 
5. Ability to perform data entry or maintain handwritten records. 
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6. Ability to hear at a conversational level. 
7. Ability to occasionally work an irregular schedule to accommodate facility hours and events. 
8. Ability to operate a motor vehicle. 
9. Ability to operate a computer and use city standard software applications. 
10. Ability to operate other standard office equipment such as printer, copier, calculator, and 

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

others. 
12. Ability to effectively communicate with other city employees, customers, and the general 

public both orally and in writing.  
13. Ability to maintain an appropriate work pace, focus on routine and complex tasks without 

distraction or compromising accuracy, and complete tasks within expected timeframe.  
14. Ability to perform a wide variety of assigned tasks that may vary from day to day. 
15. Ability to establish and maintain effective working relationships with merchants, the public, 

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

accomplish assigned tasks.  
17. Ability to work independently, but seek guidance when uncertainties arise.  
18. Ability to interpret, remember and apply complex procedures, policies, and laws as they 

relate to work tasks.  
19. Ability to adjust routine procedures to accommodate challenges or improve processes.  
20. 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. 
 

 

 


