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ABSENTEE DEPARTMENT SUPERVISOR 

 

 

A. Job Summary. 

 

Under the general supervision of the Deputy Republican Director and the Assistant Deputy 

Democratic Director, the Absentee Department Supervisors are generally responsible for and 

oversee all functions associated with absentee voting for each election.  This includes planning, 

organizing, and supervising the operations of the Absentee Department for all elections and post-

election audits, as well as coordinating and implementing procedures related to the security, set-

up, and utilization of all voting equipment used for absentee voting during the pre-election 

absentee voting period and on Election Day.  

 

B. Primary Duties and Responsibilities. 

 

The Absentee Department Supervisors are primarily responsible for the following activities: 

 

1.  Election Preparation.  This includes notifying the U.S. Postal Service of an upcoming 

election and anticipated related mailings; preparing an inventory of and coordinating 

with appropriate Election Board staff to procure all supplies required for each election; 

notifying permanently disabled, military and overseas voters of an upcoming election 

and providing them with absentee ballot applications; and scheduling absentee voting at 

nursing homes, hospitals and other institutions for the elderly and disabled. 

 

2. Voter and Vote Processing.  This includes maintaining a daily record of all absentee 

ballot applications requested and mailed during the pre-election absentee voting period; 

verifying voter eligibility to vote an absentee ballot; maintaining a daily record of all 

absentee ballots mailed and received; maintaining the MCVR military/overseas voter 

portal; coordinating all in-house absentee voting; training and supervising all temporary 

employees assigned to the Absentee Department; and overseeing the preparation for and 

the actual tabulation of absentee ballots received. 

 

3. Post-Election Audit.  This includes performing an audit of absentee ballots cast during 

the post-election certification period. 

 

4. Record Keeping.  This includes maintaining and updating after each election lists of 

military, overseas and permanently disabled voters. 

 

5. Staff Training and Supervision.  This includes training, supervising and evaluating all 

temporary staff assigned to assist with absentee voting, including the bi-partisan teams 

utilized for nursing home voting and for the processing and tabulation of absentee ballots. 

 

6. Miscellaneous.  This includes performing such other tasks as may be assigned by the 

Registration Supervisors, including boxing up absentee voting materials following each 

election; preparing a post-election inventory of supplies; and assisting with initiative 

petition signature verification and other Registration Department projects.          
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C. Qualifications. 

 

1. A professional demeanor and appearance. 

 

2. Good communication skills. 

 

3. Ability to work under pressure. 

 

4. Ability to work well with others. 

 

5. Ability to plan, organize, assign and direct the work of subordinate employees. 

 

6. A bi-partisan spirit. 

 

D. Education.  A college degree preferred, but will consider a high school graduate with an 

equivalent combination of college credit, work experience, and training in the use of a 

personal computer and other office equipment that provides the required level of 

knowledge, skills and abilities.  

 

E. Additional Requirements.  Each Absentee Department Supervisor must: 

 

1. Be a member of the Democratic Party (the Democratic Supervisor) or the Republican 

Party (the Republican Supervisor).  RSMO Section 115.047. 

 

2. Be a registered voter and resident of the City of St. Louis for at least one year 

preceding his/her employment by the Election Board.  RSMO Sections 115.047 and 

115.031. 

 

3. Take and subscribe an oath to support the Constitution of the United States and the 

State of Missouri and demean him/herself faithfully and impartially.  RSMO Sections 

115.047 and 115.033. 

 

4. Pass a criminal background check. 

 

F. Salary Range.  The salary range for this position is $28,000 - $36,000. 


