City of Detroit – Department of Elections
Employment Opportunity

POSITION TITLE:  ELECTIONS CLERICAL ASSISTANT – LIMITED SERVICE
Salary Range: $9.57 to $10.05
Persons interested in being considered for this employment opportunity should submit their Resume’ No Later Than October 1, 2015 (Thursday) to the City of Detroit – Department of Elections, 2978 W. Grand Blvd., Detroit, MI 48202 Or Email at ECAjobs@detroitmi.gov Or Drop-off in person at the above address.
 Please be advised that the nature of this position is temporary and may result in an employment opportunity from 01/04/2016 to 12/31/2016 or for a portion of that time.

SUMMARY:
Under immediate supervision, performs routine clerical work involved in the conduct of elections.
MAJOR JOB DUTIES:  
1.  Data Entry.
2. Types and/or files cards, lists and forms as instructed.
3. Processes incoming mail, absentee ballot applications, and voter registrations.
4. Answers incoming telephone calls and/or schedules poll-worker assignments.
5. Equipment and/or supply maintenance. 
6. Customer Service.
QUALIFICATIONS:
· High School Diploma, GED
· Some College Experience.
· Six months of general office and/or clerical experience.
KNOWLEDGE OF:
· Microsoft Office.
· Standard office work and methods.
· Use of office equipment.
· Performs clerical tasks with speed and accuracy.
ABILITY TO:
· Operate standard office equipment.
· Interact with departmental personnel with tact and diplomacy
LICENSE, CERTIFICATION, AND OTHER SPECIAL REQUIREMENTS:  A State of Michigan Driver’s License is preferred but not required.
DISTINGUISHING CHARACTERISTICS:  Some assignments involve frequent standing or lifting 
The above statements describe the general nature and level of work performed by employees assigned to the class.  Incumbents may be required to perform job-related responsibilities and tasks other than those stated in this specifications.  Specific job duties may vary from position to position.
Note: Persons employed in this class will not be eligible for any fringe benefits by resolution of City Council on January 17, 1979.
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