



CERTIFICATION & TRAINING PROGRAM COORDINATOR
Elections Division

Recruitment Number: 13 EL PS4 0261
Classification: Program Specialist 4 (107K)
Status: Full-Time, Permanent
Location: Olympia, WA
Salary: $3704 to $4860 per month (Range 55)
Posting Date: June 7, 2013
Closing Date: June 28, 2013
This recruitment will be used to fill this position only.  Applications will be reviewed upon receipt.  The hiring authority reserves the right and may exercise the option to make a hiring decision at any time.  It will be to the applicant’s advantage to submit materials as soon as possible. 

AGENCY PROFILE
Headed by an elected state official, the Office of the Secretary of State is responsible for administering elections within the state, registering corporations and charities that do business within the state, collecting and preserving the records of governmental bodies within the state, and maintaining the Washington State Library.  The agency also administers the Address Confidentiality Program, the Legacy Program and the Combine Fund Drive.  Visit our website at:  www.sos.wa.gov.

POSITION SUMMARY
[bookmark: OLE_LINK1]The Certification and Training Program oversees, directs, and advises County Auditors in interpretations of federal and state election law and the correct administration of voter registration and elections throughout the state.  The Certification and Training Program reviews county practices for adherence to election law and best practices, provides essential tools for election administrators through official communications and training, and acts as liaisons for the Office of the Secretary of State.

The Certification and Training Program Coordinator determines the counties for election review, monitors progress, reviews and correct reports, and makes recommendations for further action.  This position is responsible for ensuring the validity of this function, county acceptance of the program, and innovative administration of the program.

This position also acts as the lead Program Specialist in the Election Administrator Certification Program and participates in the training program by developing curriculum, making presentations, and developing and publishing communication materials.  In addition, this position assists with the Initiative and Referendum Program and provides support to counties on election process and procedures, the Washington Election Information system, and the Logic and Accuracy Test Program.



REQUIRED QUALIFICATIONS
· Bachelor’s degree in political science, business administration, public relations, communications, education, or a related field
· Two years of full-time experience in a state or county elections office including responsibility for any combination of the following:
· Working cooperatively with candidates, political party representatives, elected officials, election administrators, and the press and public in sensitive situations;
· Employing expertise, credibility, and partnering skills to help stakeholders identify, evaluate, and resolve complex or sensitive issues, problems, and service needs;
· Organizing multiple assignments to produce work products that are accurate and thorough honoring schedules, timeframes, and due dates;
· Working with and within diverse groups with competing interests; or
· Handling highly stressful or adverse situations, solve problems, make good decisions, work calmly and accurately, help to calm others and resolve conflicts
· Current Washington State Driver’s License or have requested and obtained an appropriate accommodation
· Ability to efficiently use a personal computer and applicable software to successfully perform the essential functions of the position

Note: all experience is calculated as full-time, 40 hours per week or equivalent.  Required experience may be gained concurrently.

DESIRABLE QUALIFICATIONS
· Certified Election Administrator in Washington State
· Certified Election and Registration Administrator through the Election Center
· Knowledge of federal and Washington State election law
· Experience serving as a liaison between different organizations including responsibility to lead different groups in making decisions, continuous maintenance of good relationships, working with groups to implement changes or new programs
· Experience working as a member of a team and coordinating team activities with proven accomplishments
· Experience using standard publication software such as Microsoft Publisher, PowerPoint, InDesign, or Photoshop to create brochures, pamphlets, and other materials
· Experience preparing and delivering presentations to small and large groups
· Ability to establish and maintain effective working relations with election officials, elected officials, staff, and the community
· Ability to represent the Office of the Secretary of State in a competent, confident, and professional manner
· Ability to communicate effectively with individuals and groups regarding complex or controversial public policy issues or service
· Excellent communication skills, both verbal and written


COMPENSATION
$3704 - $4860 per month, depending on qualifications.  Washington State offers a full benefits package that includes health, life, and long term disability insurance; paid vacation, sick, and military leave; optional credit unions, savings bonds, and deferred compensation plans; eleven paid holidays; and a public employees’ retirement plan.

Note:  The salary listed above includes a legislatively mandated 3% reduction thru June 29, 2013.

APPLICATION PROCESS
To be considered for this position, please submit the follow information:
1. A letter of interest describing how your experience and qualifications relate to the position summary and required and desirable qualifications
2. A completed employment application form, available at: http://www.sos.wa.gov/_assets/office/OSOSEmploymentApplication.doc 
*Please note that you may submit your profile from the careers.wa.gov site in lieu of the OSOS application.  The work experience section must be complete. Acceptable file formats are pdf or Word.
3. A current resume and three professional references with current contact information
4. Voluntary completion of the applicant profile data form is appreciated; This form is available at: http://www.sos.wa.gov/office/docs/ApplicantProfileDataForm.doc

Submit all application materials electronically to: recruitment@sos.wa.gov, indicating Recruitment # in the subject line.  Electronic submission (e-mail) is preferred & original signatures are not required.  Alternatively, you may submit your materials via US Mail to: Office of the Secretary of State, Recruitment, PO Box 40227, Olympia, WA 98504, or fax to: (360) 236-5075.

Note: The act of submitting application materials is considered affirmation that the information provided is complete and truthful.  You understand that the state may verify information and that untruthful or misleading information is cause for removal from applicant pool or dismissal if employed.

The Office of the Secretary of State is an equal opportunity employer (EOE).  We do not discriminate on the basis of race, color, national origin, creed, sex, sexual orientation, disability, familial status, marital status, and age.  All interested candidates are encouraged to apply.  Persons of disability needing assistance in the application process, or those needing this announcement in alternative format, should call (360) 236-5073.
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