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REGISTRATION DEPARTMENT COORDINATOR 

 

A. Job Summary. 

 

Under the general supervision of the Democratic and Republican Registration Supervisors, the 

Registration Department Coordinators are generally responsible for inputting data into and 

updating the Missouri Centralized Voter Registration (MCVR) database maintained by the 

Missouri Secretary of State (SOS).  This includes entering new voter registrations from Voter 

Registration Application (VRA) cards and mail-in applications; entering name and/or address 

changes from currently registered voters obtained via messages from the SOS or directly from 

voters; deleting registrations due to death or relocation; proofreading daily work; verifying 

signatures on initiative petitions; and handling other election-related activities as may be 

assigned by the Registration Department Supervisors.  

 

B. Primary Duties and Responsibilities. 

 

The Registration Department Coordinators are primarily responsible for the following activities: 

 

1.  MCVR Database Management.  This includes entering new voter registrations received 

from voters directly or from other sources (such as voter registration drives; social 

service agencies; etc.); updating name and/or address changes of currently registered 

voters as appropriate; deleting the registrations of voters who have moved or died; and 

making certain voter registrations “inactive” based on information received from federal 

and state judicial authorities or from mail returned from a voter canvass 

 

2. Signature Verification.  This includes verifying the registration status of individuals who 

sign an initiative, recall or other petition requiring a requisite number of valid signatures 

of registered voters following procedures established by the SOS and the Election Board.   

 

3. Community Outreach Activities.  This includes participating in community outreach 

activities authorized by the Election Board, such as representing the Board at community 

activities to assist in voter registration and verification. 

 

4. Election-Related Activities.  This includes assisting in the preparation of materials used 

for an election, such as Election Day binders; working in the Command Center on 

Election Day; and assisting in the sorting and organization of election materials brought 

back from the various polling locations Election night and in the days following an 

election, such as provisional ballots. 

 

5. Front Desk Staffing.  This includes filling in at the front desk when needed to answer the 

telephone, assist with walk-in voters, verify voter registrations, etc. 

 

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

Registration Supervisors, including assisting in the Absentee Department as needed, 

boxing up election materials following each election; updating voter registrations based 

on Voter Affidavits completed on Election Day; assembling materials for destruction; 

and assisting with other office projects. 
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C. Qualifications. 

 

1. A pleasant and professional demeanor and appearance. 

 

2. Familiarity with varied office software products. 

 

3. Ability to read and interpret documents, and understand and follow instructions. 

 

4. Attention to detail and established methodology. 

 

5. Ability to left 30-40 pounds. 

 

6. A cooperative attitude; 

 

7.  Ability to work well with others and under pressure. 

 

8. 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 Registration Department Coordinator must: 

 

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

Party (a Republican Coordinator).  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 to 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 $32,000 - $40,000 

. 


