Job Description

Job Title:

Location:

Full/Part Time:

Employment Duration:

Job Overview:

This position reports to the Chief Electoral Officer (Elections Alberta), an independent office of

Returning Officer

Residing in the electoral division preferred; election office to be
established in the electoral division in a location approved by the Chief
Electoral Officer.

Part-time leading up to the election period and post-election; full time
during the election period and other electoral events

Contract term to expire 4 months after Election Day of the next
provincial general election

the Legislative Assembly of Alberta.

One Returning Officer will be appointed to each provincial electoral division. Returning Officers
are responsible for conducting electoral events occurring in their electoral divisions, including
general elections, senate elections, by-elections, enumerations, plebiscites, referendums,

initiative votes, and recall votes.

All Returning Officers must be fair, non-partisan, and impartial in conducting these events in their

electoral division.



Role:

Returning Officers administer legislation and ensure staff and election officers adhere to all

requirements of the legislation, including the Election Act, Election Finances and

Contributions Disclosure Act, Citizen Initiative Act, Referendum Act, Alberta Senate Election
Act, and Recall Act. Additional responsibilities may be added at the discretion of Elections
Alberta.

Prepare for Electoral Events

Review and make recommendations for changes to the voting area boundaries to
facilitate access to and efficiency of voting opportunities for electors.

Identify locations for Election Day, advance voting, and mobile voting. Conduct site visits
and make recommendations for primary and secondary locations.

Identify and establish a returning office location in the electoral division and arrange
office lease and furniture requirements.

Support Returning Officer Liaisons with community outreach by engaging with specific
stakeholder groups and delivering presentations to the communities in the electoral
division.

Recruit and hire a team of returning office staff as directed by Elections Alberta.

Conduct enumeration or voter registration activities in the electoral division to update
the list of electors, as necessary.

Manage the returning office inventory, supply, and distribution of materials.

Conduct Electoral Events

Supervise and lead the returning office team ensuring operational effectiveness during an
electoral event and team compliance with Elections Alberta policies and procedures.

Finalize all arrangements for voting places, including dates, access, payments, and
furniture requirements.

With the assistance of the returning office team, recruit, hire, and train all election officers
in the electoral division as directed by Elections Alberta.

Manage and allocate funds for lease agreements, supply procurement, and other
expenses. Track and monitor spending and identify discrepancies.



e Oversee staffing budget and ensure payroll for staff and election officers is processed.

e Communicate information to the public, candidates, political parties, and media about
the electoral process, nomination process, and voting process.

e Oversee the voting process throughout the electoral division, ensuring it is conducted as
per legislated requirements and the Chief Electoral Officer’s directives.

e Oversee the unofficial and official count and report on results of ballots.
e Assist in judicial recount, as required.

e Qversee the secure return of election documents.

Contribute to the Success of Future Electoral Events

e Participate in electoral event evaluations, surveys, and debriefs.

e Contribute to improving the electoral process by recommending improvements and best
practices for future implementation.

e Maintain a thorough, up-to-date awareness of the requirements of all relevant legislation
and training materials.

e Review electoral practices and procedures as directed by the Chief Electoral Officer.

Eligibility / Restrictions:

All Returning Officers must be eligible to vote in Alberta. Applicants must be Canadian citizens,
18 years of age or older, and ordinarily resident in Alberta.

The following persons cannot be appointed or act as Returning Officers:

a) persons who are not electors;

b) members of the Parliament of Canada;

c) members of the Legislative Assembly;

d) councillors under the Municipal Government Act;

e) trustees of a board of a school division under the Education Act;
f) candidates;

g) official agents;

h) a Chief Financial Officer under the Election Finances and Contributions Disclosure
Act;



i) judges of federal or provincial courts;

j) persons who have, within the immediately preceding 10 years, been convicted of an
indictable offence where the penalty that may be imposed for that offence is greater
than 2 years’ imprisonment.

No person who has been appointed or is acting as a returning officer, election clerk, or
administrative assistant may:

(a) engage in political activity on behalf of any political party, candidate, or constituency
association, or

(b) make a contribution under the Election Finances and Contributions Disclosure Act, while
the person is so appointed or acting.

Qualifications and Competencies:

Experience

e Management and/or administrative experience with electoral processes, or

e General experience as a manager leading teams and projects.

e Project management and/or experience managing large events in short timeframes.
e Experience in the recruitment, selection, and training of staff.

Knowledge Of

e the Election Act,
e the duties required of a Returning Officer,
e Computer systems and related technologies, including:

o) Microsoft Windows,

o) Microsoft Office (Word, Excel, Outlook),

o) Internet-based software and applications, and

o Aptitude for troubleshooting issues relating to computers and electronic

equipment.
Skills and Abilities

e Leadership

o Ability to supervise and motivate staff to deliver a successful election.
o Ability to provide guidance and support to all election officers.
o Ability to use tact and diplomacy while respecting the opinions, abilities, and

contributions of others.



Conflict resolution skills and aptitude for resolving disputes and interpersonal

O
conflicts.

o Ability to place organizational interest ahead of personal convenience.

Management

o Ability to triage problems and identify issues that should be referred to
Elections Alberta.

o Ability to work responsibly within the established policies, procedures, and
reporting structures established by Elections Alberta.

o Ability to make decisions within the boundaries of the applicable legislation,
adhering to Elections Alberta’s policies and processes while working under
pressure.

o Ability to collaborate with others in a team-based environment.

o) Competency for recruitment, selection, and training skills.

Organization and Time Management

O

Proficiency in completing tasks within clearly defined deadlines and shift
priorities as necessary in a quickly changing environment.

Ability to manage and organize large-scale community events.

Planning and scheduling skills to allocate and track time and manage
workloads.

Community Involvement

(@)

(@)

O

Interest in the local community and municipalities.

Connection with local community groups or organizations, and community-
based engagements.

Confidence with public speaking and leading community-based engagements.

Interpersonal Skills

(@)

Flexibility
0
0

(@)

Excellent verbal and written communication skills, including using
appropriate grammar and plain language.

Excellent judgement, tact, and diplomacy in handling confidential information,
when mediating disagreements, and addressing issues.

Ability to navigate difficult conversations and de-escalate, especially in times
of high volume, intensity, and stress.

Ability to establish and maintain positive rapport with a variety of
stakeholders.

Availability to manage tasks and events, sometimes on short notice.
Ability to learn new skills.
Adaptability to changing timelines.



o Flexibility in both the start date of work as well as the hours of work
throughout the election events, including full time hours during electoral

events.
e Mobility
o Ability to lift 9kg (20 pounds) and sit for extended periods.
o Access to a vehicle and a valid driver’s licence (class 5) is required.
o Ability to travel within the electoral division, as necessary.
Salary:

See Returning Officer Fee Schedule.

How to Apply:

For more information about this position and to start the application process, please visit the
“Jobs” section of our website: www.elections.ab.ca/jobs/.

We thank all applicants for their interest. All applications will be reviewed to determine which
candidates' education and experience best meet the needs of the position. Only individuals
selected for interviews will be contacted. Final candidates for these positions may be asked to
undergo a security screening.

This competition may be used to fill future vacancies for provincial and federal election staff
positions.
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