
 

 
Director of Elections / General Registrar 
#05031 
City of Virginia Beach – Job Description 
Date of Last Revision: 04-10-2023 

FLSA Status:  Exempt Pay Plan:  State/City Grade:  N/A 
 
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 
Oversee operations of the office of Voter Registration & Elections under general supervision of the 
Electoral Board; perform technical and administrative duties required to efficiently conduct and 
accurately ascertain the results of local, state, and federal elections held in the City of Virginia Beach; 
transparently communicate those results to a variety of audiences and stakeholders; and exercise 
supervision over Voter Registration Supervisor, Senior Registrars, Assistant Registrars and volunteers. 
 
Representative Work Functions and Responsibilities 
Plan and direct the operations and activities of the Voter Registration & Elections office. 
 
Provide leadership to paid staff and volunteers on all election procedures; and supervise paid staff and 
officers of election for the conduct of primary, special, and general elections, and assist in ascertaining 
the results of the elections. 

 
Develop plans to encourage the registration of eligible voters. 

 
Oversee the registration process including eligibility determination and denial notification process in 
accordance with State Board of Election Guidelines. 

 
Manage the departmental budget to determine financial needs and provide justification to City and 
State officials to obtain funding needed to maintain an effective election program. 

  
Plan and participate in programs to educate the public about voter registration and election processes 
including speaking to civic and school groups. 
 
Oversee the design and development of training programs as well as the training of paid staff, election 
officials and volunteers to ensure proper and efficient performance of their duties. 

  
Oversee the maintenance of all official voter registration records, correspondence files, and pollbooks 
in accordance with established record retention guidelines in a manner to permit timely response to 
detailed inquiries from external constituencies; ensure that procedures are in place to maintain 
accuracy of pollbooks, available to the precincts, and ensure data is accurately transferred from 
pollbooks to the State Board of Elections after each election for voting credit purposes. 
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Ensure that adequate office and warehouse space is allocated to support staff and volunteers, and are 
adequate in size and layout with sufficient parking to support the voting process. 
 
Ensure election equipment necessary to conduct elections and precinct voting locations are readily 
accessible to voters. 
 
Oversee the maintenance of the voter registration system to ensure that changes to election districts, 
precincts, and polling places are up to date and that affected voters are notified in a timely manner. 
  
Assist with the design and preparation of ballots for primary, special, and general elections. 
 
Oversee candidate filings and campaign financing reporting consistent with State law and State Board 
of  Elections guidelines. 
 
Carry out provisions enumerated in §24.2-114, Code of Virginia, and ensure compliance with the 
entirety of Title 24.2. 
 
Monitor, track, and analyze federal and state legislative initiatives and voting trends to project the 
potential future impact on the locality and to provide meaningful information to legislators when 
appropriate. 
 
Attend training provided by the State Board. 
 
Oversee the preparation of press releases, legal notices, correspondence, and manuals. 
  
Attend meetings and consult with Electoral Board. 
 
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 
Ensure constituents receive accurate and thorough voter registration and election information; 
effectively coordinate and perform difficult voter registration and election assignments; ensure 
important legal documents and reports are processed efficiently; ensure all voter registration matters 
are accurately and carefully handled in a manner to preserve a constituent's right to vote; interact with 
the State Board of Elections, the Electoral Board, City Council members, candidates for office, and staff 
of the Clerk of the Circuit Court, members of the media, and the general public; ensure reports, files, 
and requests for service are accurately maintained; accurately prepare important statistical reports; 
effectively and cordially communicate orally and in writing; stay abreast of changing federal and state 
legislative initiatives, laws, and voting trends; address election and voter registration issues with 
citizens, the press, and local, state and federal government representatives in a professional non-
partisan manner; and maintain familiarity with the City and its citizens in order to establish a registration 
and voter education plan that meets the needs of the City. 

 
 
Preferred Qualifications 
Master’s degree in fields such as public administration, business administration, or related field and six 
(6) years of management level experience OR a combination of education (above high school and 
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experience equivalent to twelve (12) years in fields utilizing the required knowledge, skills, and abilities; 
advanced voter registration experience. 
 
Special Requirements 
Must be or become a registered voter in the Commonwealth of Virginia, be or become a Virginia Beach 
resident, have or obtain a valid Virginia driver’s license and be able to obtain a notary commission. 
 
The appointed incumbent will be required to take and sign the oath of office prescribed in Article II, 
Section 7 of the Constitution of Virginia before the Clerk or Deputy Clerk of Court or a Notary (§24.2-
120). 
 
The Director of Elections / General Registrar must file the signed oath with the Clerk of Court and a 
copy of the signed oath must be filed with the secretary of the Electoral Board and with the State Board 
of Elections (§24.2-120) 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

1. Knowledge of the laws and regulations pertaining to citizenship, voter registration and 
elections. 

2. Knowledge of registration, voting procedures, office terminology, work procedure and 
absentee ballots. 

3. Knowledge of the geography of the City, location of voting polls and additional registration 
sites. 

4. Knowledge of the composition and role of the Electoral Board and State Board of 
Elections.  

5. Knowledge of City and State budgeting practices. 
6. Knowledge of personnel management and supervisory techniques. 

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

other state and city offices. 
2. Skill in coordinating the processing of voter registrations, record cards, voting rosters, poll 

books, absentee ballots, and registration lists. 
3. Skill in using office equipment and demonstrating voting equipment to constituents and 

new election officials. 
4.   Skill in accurately and concisely communicating election requirements, processes, and 

results to election observers and stakeholders. 
C. Abilities 

1. Ability to direct, control, and plan the work of others. 
2 Ability to comprehend and follow oral and written instructions with minimal guidance from 

others. 
3. Ability to maintain voter registration and election records and prepare reports from such 

records. 
4. Ability to make difficult decisions in accordance with laws, ordinances, regulations and 

established policies. 
5. Ability to effectively communicate with other City employees, customers, and the general 

public both orally and in writing. 
6. Ability to handle proper staffing of polling locations. 
7. Ability to participate in registration drives. 
8. Ability to provide constituents with directions to voting polls. 
9. Ability to provide volunteers and temporary assistant registrars with voter registration and 

absentee ballot information. 



Director of Elections / General Registrar #05031 

   
This description is intended to indicate the kinds of tasks and levels of work difficulty that will be required of positions that will be given this 
title and shall not be construed as declaring what the specific duties and responsibilities of any particular position shall be. It is not intended to 
limit or in any way modify the right of any supervisor to assign, direct, and control the work of employees under his or her supervision. The use 
of a particular expression or illustration describing duties shall not be held to exclude other duties not mentioned that are of similar kind or 
level of difficulty. 

Page 4 of 4 
 

10. Ability to perform tasks requiring incumbent to sit or stand for extended periods throughout 
the workday. 

11. Ability to hear at a conversational level. 
12. Ability to occasionally work an irregular schedule to accommodate facility hours and 

events. 
13. Ability to operate a motor vehicle. 
14. Ability to operate a computer and use city standard software applications. 
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 the public, electoral 

board, state board of elections, schools, churches, businesses, other City agencies, and 
subordinate staff. 

18. Ability to perform tasks that require obtaining cooperation from co-workers or citizens to 
accomplish assigned tasks. 

19. Ability to work independently and apply abstract principles to solve complex issues. 
20. Ability to interpret, remember and apply complex procedures, policies and laws as they 

relate to work tasks. 
21. Ability to adjust complex procedures to accommodate challenges or improve operations. 
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. 

 


