
York County 
Job Description 

 
 
Job Title: PRN-Technology Coordinator Revision Date:  08/03/16 
     
Full time      Part time    Hours of Work: Varies 
 
Hours per week: Varies Shift:  Day 
 
Department No: 05 Department Name: Elections / Voter’s 

Registration 
                         
Reports to (title only):  Director Voter’s Registration/Elections 
 
To be completed by the Human Resources Department: 
   FLSA Status:      Exempt             Non-Exempt 
   Classification: 
   Grade Level: 
 
 
Please complete the following to ensure that the essential functions and requirements are accurate, clear 
and consistent with the needs of the position.   

 
                              

 
POSITION SUMMARY 

 
Coordinates the implementation of the Help America Vote Act's mandate for  voting technology for York 
County including all warehouse activities and both office staff and polling place staff technology training, 
and public education.  Conducts research and analyzes the findings in order to develop up-to-date training 
programs.   
 
 
 
 

ESSENTIAL REQUIREMENTS 
  

 As a minimum, this position requires a high school diploma and 3 years of successful 
administrative and / or supervisory experience.   

 Computer experience required. 
 The ability to lift greater than 30lbs. 

 

 



 
Job Title:  PRN Technology Coordinator 
 
 

ESSENTIAL DUTIES AND RESPONSIBILITIES 
 

 Develop ballots with the voting machine technology 
 Train all poll workers to use the voting machine technology 
 Coordinate Election Day activities related to the voting technology 
 Oversee the voting machine warehouse and its activities 
 Hire, train, and supervise all staff coming under their jurisdiction 
 Respond to machine problems on Election Day 
 Provide a customer-oriented department 
 Complete all required state / federal reports related to new voting technology and the Help 

America Vote Act 
 Assure compliance with the Help America Vote Act 
 Supervise office staff in relation to the above requirements, duties, and responsibilities 
 Attend all required meetings and training 
 Cross train to develop the skills to assist the Director/Assistant Director during peak times 
 Evaluate future voting technology 
 Assist in selecting future voting technology for York County when applicable 
 Procure new voting technology for York County when applicable 
 Implement new voting technology for York County when applicable 
 Train office staff in new voting machine technology when applicable 
 Perform other reasonable duties as assigned 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Job Title:  PRN Technology Coordinator 

 
 

   

ESSENTIAL PHYSICAL AND MENTAL JOB REQUIREMENTS 
 
Please check those items that apply to the essential job functions of the job title listed above. Each 
category must be completed. 
 
1. Following Directions 

 Full Understanding of Both Written and Verbal Instructions Required 
 Understanding of Verbal Instructions Only Required 
 Understanding of Written Instructions Only Required 

 
2. Communication - English 

 Excellent Verbal Communication Skills Necessary 
 Basic Verbal Communication Skills Necessary 
 Limited or No Verbal Communication Skills Necessary 

 
3. Functional Reading - English 

 Fluent Reading 
 Recognition of Signs/Symbols 
 Simple Reading 
 No Reading Skills Required 

 
4. Hearing       

 Ability to Hear Required 
 Limited Hearing        
 Hearing Not Required        

           
5. Seeing  

 20/20 Vision with Corrective Eyewear  
 Limited Vision  
 Vision Not Required  

 
6. Functional Math 

 Complex Computational Skills (Accounting and Financial Skills) 
 Simple Computational Skills (Add, Subtract, Multiply, Divide, Percents) 
 Simple Counting Skills 
 No Mathematical Skills Needed 

 
7. Time 

 Must Tell Time to the Minute 
 Must Recognize Specific Times (Arrival, Departure, Breaks, Lunch) 

 
8. Orientation (Familiarity with Surroundings) 

 Several Blocks From Building 
 Building Only 
 Work Area              
 Room Only                

 
9. Mobility Skills  

 Mobility Within the Building 
 Mobility Within a Four-Block Radius 
 Driving Required  

 
 
 
 
 



 
Job Title:  PRN Technology Coordinator 

 
 

   

 
10. Sitting       

 75% - 100% 
 50% - 75% 
 25% - 50%      
 Less than 25%     

 
11. Standing 

 75% - 100% 
 50% - 75% 
 25% - 50% 
 Less than 25% 

 
12. Bending   

 Knees and Waist 
 Waist Only 
 Knees Only 
 No Bending Required 

 
13. Lifting  

 Greater than 30 lbs.           
 10 - 30 lbs. 
 Less than 10 lbs. 
 No Lifting Required 

 
14. Reaching 

 Greater than 6 Feet            
 2 - 6 Feet               
 Less than 2 Feet 
 Reaching Required 

 
 

These statements are intended to describe the nature and level of work being performed by people assigned 
to this position.  They are not intended to be an exhaustive list of all responsibilities and duties required of 
the job incumbents. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
    


