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DEPUTY REGISTRAR 

 

 FLSA Status: Non-Exempt 

GENERAL DEFINITION AND CONDITIONS OF WORK: 

Performs responsible clerical work in the voter registration office; does related work as required.  Work is 

performed under regular supervision.  

 

This is sedentary work requiring the exertion of up to 50 pounds of force occasionally and a negligible amount of 

force frequently or constantly to move objects; work requires fingering and repetitive motions; vocal 

communication is required for expressing or exchanging ideas by means of the spoken word; hearing is required to 

perceive information at normal spoken word levels; visual acuity is required for preparing and analyzing written or 

computer data and determining the accuracy and thoroughness of work; the worker is not subject to adverse 

environmental conditions. 

 

ESSENTIAL FUNCTIONS/TYPICAL TASKS: 

Registering voters, preparing and maintaining voter records and files. 
(The following tasks are intended only as illustrations of the various types of work performed. The omission of specific duties does not exclude 

them from the position if the work is similar, related, or a logical assignment to the position.) 

Registers voters; answers inquiries concerning voter registration laws; prepares, updates and maintains current 

voter registration records utilizing computer data base; 

Reviews applications; determines residence; ensures application is complete and accurate; 

Determines appropriate precinct and district for new applicants; 

Enters data into computer; assigns registration number; files applications; 

Enters name and address changes into computer; 

Mails registration cancellations to other states and counties; 

Processes applications taken by outside registration locations; 

Logs absentee information on computer; mails absentee applications; 

Assists in registration drives; 

Participates in programs to educate the general public concerning voting; 

Maintains official registration records for the County; 

Notifies voters of denials of their registration and felony convictions; 

Provides voter information and prescient information to the public; 

Notifies other states when person registers to vote in Virginia; 

Follows guidelines set by State Board of Elections and the Federal Government; 

Carries out duties as prescribed by the Electoral Board; 

Attends mandatory annual training by the State Board of Elections; 

Prepares materials and informational notebooks for each election; 

Conducts necessary meetings prior to the elections; 

Ability to serve as Registrar if necessary; 

Composes routine correspondence, performs general clerical and typing duties; 

Receives and processes incoming and outgoing mail; 

Works extended hours during peak times; 

Participates in emergency response operations as required in a declared emergency by County officials; completes 

required NIMS training as a condition of employment; 

Performs related tasks as required. 

 

 

 



  

 

KNOWLEDGE, SKILLS AND ABILITIES: 

General knowledge of standard office procedures, practices and equipment; some knowledge of federal, state and 

municipal voter registration laws and regulations; knowledge of military rights; spouses, children of age to vote 

who are overseas;  familiarity with streets, subdivisions, precincts and districts within the County; some knowledge 

of voting procedures, maintenance and protection of voting registration lists and records; ability to type accurately 

and at a reasonable rate of speed; ability to follow oral and written directions; ability to establish and maintain 

effective working relationships with associates and the general public. 

 

EDUCATION AND EXPERIENCE: 

Any combination of education and experience equivalent to graduation from high school and some clerical 

experience of a responsible nature. 

 


