
JUDGES   DEPARTMENT   SUPERVISOR  
 
A. Job   Summary .  
 
Under  the  general  supervision  of  the  Deputy  Democratic  Director  and  the  Assistant  Deputy              
Republican  Director,  the  Judges  Department  Supervisors  are  generally  responsible  for  and            
oversee  all  functions  associated  with  recruiting  and  training  the  various  workers  used  to  staff  the                
polling  places  on  Election  Day,  including  Managers,  Judges  and  Specialists.  This  includes             
actively  and  continuously  expanding  the  base  of  available  poll  workers;  creating  and             
implementing  incentive  programs  for  the  poll  workers;  notifying  poll  workers  of  upcoming             
election  dates  and  the  dates  and  locations  of  poll  worker  training  sessions;  and  maintaining               
current   contact   and   performance   information   on   all   poll   workers.   
 
B. Primary   Duties   and   Responsibilities .  
 
The   Judges   Department   Supervisors   are   primarily   responsible   for   the   following   activities:  
 

1. Poll  Worker  Recruitment .  This  includes proactively  seeking  out  and  recruiting  poll             
workers  from  various  sources,  including  colleges,  universities,  trade  schools,  churches,           
neighborhood  associations,  ward  and  other  political  organizations,  not-for-profit  and          
civic  organizations,  businesses,  etc.,  sufficient  to  staff  the  number  of  polling  places  used              
on  Election  Day,  as  well  as  have  a  pool  of  poll  workers  in  reserve  to  substitute  for  any                   
poll  worker  who  fails  to  show  up  at  his/her  assigned  polling  place  on  Election  Day.  The                 
Judges  Department  Supervisors  are  also  expected  to  maintain  ongoing  communication           
with  poll  workers  throughout  the  year  via  email,  telephone,  or  written  correspondence,             
even   when   no   elections   are   scheduled.  

 
2. Data  Management .  This  includes  creating  and  maintaining  a  centralized  database  that            

contains  information  on  each  poll  worker,  including  name,  address,  telephone  number            
(cell  and  land  line),  email  address,  party  affiliation,  and  dates  of  all  contacts  between  the                
poll  worker  and  a  Supervisor.  This  data  management  system  will  also  enable  the  Judges               
Department  Supervisors  to  generate  periodic  correspondence  with  the  poll  workers  (such            
as  a  quarterly  newsletter)  to  update  them  on  Election  Board  activities  and  other              
election-related   information.  

 
3. Poll  Worker  Training .  This  includes  scheduling  and  conducting  training  for  all  poll             

workers  prior  to  each  election,  and  being  available  to  answer  any  questions  and  address               
any  concerns  poll  workers  may  have  during  the  year  about  the  voting  equipment  and               
polling  place  procedures.  Judges  Department  Supervisors  are  expected  to  be  able  to             
demonstrate  how  to  set  up,  trouble  shoot  and  shut  down  the  voting  machines,  as  well  as                 
be  knowledgeable  about  all  procedures  applicable  to  processing  a  voter  on  Election  Day.              
They  must  also  be  able  to  effectively  utilize  power  point  as  well  as  other  visual  and  audio                  
modes   of   communication   in   their   training   of   poll   workers.  

 
4. Election  Day  Poll  Worker  Assignments .  This  includes  working  in  the  Command  Center             

on  Election  Day  to  dispatch  alternate  poll  workers  to  polling  places  that  are  missing  one                
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or  more  assigned  poll  workers,  and  arranging  for  cab  service  for  poll  workers  needing  a                
ride   to/from   a   polling   place.  

5. Poll  Worker  Payroll .  This  includes  processing  the  poll  worker  payroll  following  each             
election   in   an   accurate   and   timely   manner.  

 
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. Ability  to  speak  before  large  groups  to  recruit  potential  poll  workers;  ability  to  train               

large   groups   of   poll   workers   on   polling   place   procedures.  
 
4. Ability  to  be  creative  in  finding  new  ways  to  recruit  poll  workers;  ability  to  network                

and  maintain  good  relationships  with  both  poll  workers  and  entities  able  to  provide              
poll   workers   to   work   on   Election   Day.  

 
5. Proficiency  in  the  use  of  computer  applications,  including  but  not  limited  to  Excel,              

Word   and   Power   Point.  
 

6. Attention   to   detail   and   outstanding   organization   skills.  
 

7. A   cooperative   attitude;   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   Judges   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  to  demean  him/herself  faithfully  and  impartially.  RSMO            
Sections   115.047   and   115.033.  

 
4. Pass   a   criminal   background   check.  
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F. Salary   Range .     The   salary   range   for   this   position   is   $38,000   -   $44,000  
.  
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