
WAREHOUSE/OPERATIONS DEPARTMENT SUPERVISOR

A. Job Summary  .

Under the general  supervision  of  the Deputy Democratic  Director  and the Assistant  Deputy
Republican  Director,  the  Warehouse/Operations  Department  Supervisors  are  generally
responsible for and oversee all functions associated with the Warehouse/Operations Department.
This  includes  planning,  organizing,  directing  and  supervising  the  operations  of  the
Warehouse/Operations Department before, during and after all elections, as well as coordinating
and implementing procedures related to the security, set-up, preparation, delivery, pick up and
servicing of all voting equipment, election materials and supplies used on Election Day. 

B. Primary Duties and Responsibilities  .

The Warehouse/Operations Department Supervisors are primarily responsible for the following
activities:

1.  Maintenance  and  Warehousing.   This  includes  overseeing  the  warehousing  and
maintenance of all voting equipment, including touch screen and optical scan machines,
ballot boxes, printer modules, polling place supplies, and all other items related to an
election; overseeing the appearance and general maintenance of the warehouse area.

2. Inventory Management  .  This includes maintaining an up-to-date inventory of all election
equipment and related supplies; coordinating the maintenance, repair and replacement of
faulty equipment; and submitting purchase requests for supplies needed for each election
cycle.

3. Equipment Testing  .  This includes assisting the Tabulation Department Supervisors in the
performance of Logic and Accuracy testing of all voting machines used for an election
before and after that election.

4. Procurement of Polling Places  .  This includes procuring polling places for each election;
inspecting all locations for overall suitability and handicap accessibility; and contracting
with each site for their use on Election Day.

5. Election  Day  Preparations  .   This  includes  performing  a  final  check  of  all  voting
equipment  used  for  each  election;  procuring  the  rental  of  any  needed  equipment,
including delivery trucks; supervising the delivery and return of all voting equipment to
and  from  each  polling  place;  assigning  personnel  to  accomplish  these  tasks;  and
overseeing the coordination of the early access procedures.

6. Evaluating  .   This  includes  reviewing  and  evaluating  the  performance  of  employees
assigned to the Warehouse/Operations Department.         
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C. Qualifications  .

1. A pleasant and professional demeanor and appearance.

2. Good communication skills;  ability  to demonstrate voting equipment  to the public
and to instruct poll workers in the use and general operation of voting equipment.

3. A  working  knowledge  of  procedures  and  legal  requirements  applicable  to  the
warehousing and maintenance of voting equipment.

4. Ability to plan, organize,  instruct,  delegate and supervise the work of subordinate
staff.

5. Ability to keep efficient records and write reports.

6. Ability to physically lift, transport and carry equipment weighing up to 30 pounds on
a continuous basis.

7. A valid driver’s license.

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 and warehouse equipment that provides the required
level of knowledge, skills and abilities. 

E. Additional Requirements  .  Each Warehouse/Operations 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 BEC.  RSMO Sections 115.047 and 115.031.

3. Take and subscribe an oath to support the Constitutions 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 $34,000 - $44,000.
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