Town of Bingham
Registrar of Voters
Job Description

Nature of work

The Registrar of Voters is responsible for the administration of voter registration and maintenance of the
voter checklist in accordance with Maine election law. The Registrar ensures the integrity, accuracy, and
security of voter records and supports the conduct of local, state, and federal elections. The Registrar
works closely with the Town Clerk, Deputy Clerk, and state election officials.

Appointment & Supervision

Appointed by: Municipal Officers (Board of Selectmen / Town Council)
Reports to: Municipal Officers
Works in coordination with: Town Clerk, Deputy Clerk, and Maine Bureau of Corporations,
Elections & Commissions
e Term of office: two years, as prescribed by Maine Law (MRS Title 21-A §101)

Essential Duties and Responsibilities
Voter Registration & Checklist Maintenance

Accept and process voter registration applications in accordance with Maine Title 21-A;
Maintain, update, and certify the official voter checklist;
Add, remove, and update voter records based on eligibility, address changes, and legal
requirements;

e Conduct annual and periodic voter list maintenance and verification;

Election Administration Support

Provide voter registration services before and on Election Day;

Coordinate with the Town Clerk regarding election preparation and procedures;
Assist with absentee ballot processing and Election Day activities as required;
Certify voter eligibility and resolve registration issues;

Public Service & Compliance

e Provide information to voters regarding registration status, voting eligibility, and procedures;
e Ensure compliance with state election laws, rules, and deadlines;
e Maintain confidentiality and security of voter information;

Training & Reporting

e Attend required training and certification programs provided by the State of Maine;
e Submit required reports and documentation to state election officials;
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e Stay informed of changes to election law and procedures.

Knowledge, Skills, and Abilities

Knowledge of Maine election law (Title 21-A) preferred;
Strong attention to detail and accuracy;

Ability to interpret and apply statutes and regulations;
Strong customer service and communication skills;
Ability to handle confidential information with integrity;

Ability to work effectively under time-sensitive conditions.

Qualifications

Must be a registered voter of the municipality;
High school diploma or equivalent preferred;
Administrative or municipal experience preferred;

Must meet all statutory requirements for appointment.

Working Conditions & Compensation

e Full-time or Part-time, hourly position; dependant on the needs of the Town;
e Occasional evening and extended hours during elections and tax commitment periods;
e Salary and benefits commensurate with experience; See Employee Benefits Policy.

Disclaimers

e Job descriptions and duties will be reviewed annually and are subject to change.
e This job description is not intended to be all-inclusive and may be modified by the Select Board
to meet the needs of the municipality.

The Town of Bingham considers applicants for all appointments without regard to race, color, religion,

sex, national origin, age, marital or veteran status, the presence of a non-job related medical condition or
handicap, or any other legally protected status.
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