
Project/Election Coordinator 
 

The Burleigh County Human Resource Department will be accepting applications from November 3, 2017 through 

December 8, 2017 for the position of Project/Election Coordinator available in the Burleigh County 

Auditor/Treasurer/Tax Equalization office. 

  

Pay Grade:  9       

Starting Pay Range:  $52,852.80 - $58,864.00/annually  Type of Recruitment: Internal/External 

        

Job Summary: Under the supervision of the Auditor/Treasurer, performs a wide variety of professional level 

administrative duties and responsibilities which normally include responsibility for management of programs and projects.  

Perform duties requiring analytical and administrative skills necessary to provide professional-level coordination, 

interpretation, communication, and research in completing tasks.  Plan and coordinate activities related to new 

technologies and their application in departmental operations.  Coordinate the activities associated with election functions 

including recruitment and training of election workers, absentee voting, early voting, coordination and setting up of 

polling locations.  Assist the public, answer telephone lines, collect and tabulate data, prepares original correspondence 

and reports. 

      

Minimum Qualifications: 

 Requires five (5) years of work experience in high-level administrative support duties which includes participation in 

the development, or modification of major projects or procedures.  Work experience must reflect the ability to 

conduct research, provide analysis and interpretation of information, and prepare formal reports.  College-level 

coursework in computer science, business or public administration, or related field with coursework reflecting the 

required abilities may be substituted for the required work experience on a year-for-year basis. 

 Requires knowledge of administrative processes, procedures, or methods, and work experience with considerable 

knowledge, skill, and ability in duties similar in type and complexity to those performed at this level. 

 Must be proficient with word processing, and spreadsheet software, such as MSWord and Excel.   

 Knowledge of mainframe and microprocessor computer systems. 

 Requires a high degree of written and/or verbal communication skills dealing with employees, clients, or the general 

public. 

 Requires ability to train, organize, assign, and direct the work of other employees with duties of the same or similar in 

nature. 

 Ability to handle multiple duties and priorities under limited supervision. 

 Preference will be given to applicants who have experience in the area of elections. 

 Applicant may be subject to a post offer civil and criminal background check. The County will pay the costs 

associated with the exams. 

 

Essential Duties and Responsibilities: 

1. Plan, coordinate, develop, distribute, and maintain operating procedures, policies, etc., affecting the organization’s 

operations. 

2. Conduct investigations, studies, and/or research on a variety of assigned projects; prepare final reports and required 

documentation; coordinate project activities or information as needed; provide follow-up as required. 

3. Provide a central point of contact to receive and distribute information, and provide coordination of organizational 

projects and activities. 

4. Perform duties requiring analytical and administrative skills necessary to provide professional-level coordination, 

interpretation, communication, and research in completing tasks. 

5. Provide training, supervision, and direction to clerical support staff. 

6. Coordinate the activities associated with election functions including recruitment and training of election workers, 

absentee voting, early voting, coordination and setting up of polling locations. 

7. Develop a working knowledge of the technical aspects of the office such as legal language, forms, filing systems, fee 

schedules, mathematical calculations, bookkeeping entries, applicable rules, regulations, laws, policies and 

procedures. Receive and refer telephone calls, assist members of the public, receive payments, complete and process 

various applications and documents, arrange appointments, and other general administrative duties. 

8. Maintain accurate records, with respect to real estate tax assessments and collections, and prepare necessary 

documentation to create real property assessment rolls, tax lists and property tax statements 

9. Assist with gathering budget and accounting-related data for budget development, and control expenditures within 

assigned budgets. 



10. Assist department head in supervisory role, identify and analyze problems that require action and recommend 

solutions. 

11. Other duties as assigned. 

 

How to Apply: 

 

Tip to Applicants: Read and follow the instructions on the Vacancy Announcement, the application, and any other 

requested item before completing and submitting your application packet. 

 

 Applicants must apply and register at the following address: http://burleighco.com/jobs/.  

 Applicants must also provide, 

1. Cover letter that clearly explains how the applicant’s work experience is related to the description of essential 

duties and responsibilities, minimum qualifications, and level of work experience.  

2. Resume with three professional references.  

3. College transcripts. 

4. Applications must be submitted online by the closing date. All other required documents must be submitted to 

Burleigh County Human Resources, 316 N. 5th St. Ste 106,  PO Box 5518, Bismarck, ND 58506-5518 or e-

mailed to: drhilborn@nd.gov by the closing date listed. Failure to apply online and send required documents will 

result in your application not being considered further. Telephone number: (701) 222-6669. Fax number: (701) 

221-3395. 

 We only accept applications online. We no longer accept paper applications. We do not receive or accept general 

employment applications. Applicants must apply for a specific position within the County to be considered for that 

position. Some positions require testing to be completed at Job Service North Dakota. All Job Service North Dakota 

locations or Burleigh County’s Human Resource office can assist you with completing your online application. 

 Applicants who are residents of North Dakota and eligible to claim veteran’s preference must include Form DD214. 

Claims for disabled veteran’s preferences must also include Form DD214 and a letter less than one year old from the 

Department of Veterans Affairs indicating disability; claims for preference as the eligible spouse of a disabled or 

deceased veteran must include Form DD214, a marriage certificate, and a letter less than one year old from Dept. of 

Veteran’s Affairs indicating disability, or the veteran’s death certificate. 

  People who may need additional job information or may require accommodation or assistance with the application or 

interview process should contact Burleigh County Human Resources at 701-222-6669. 

 

Equal Opportunity Employer: 

 

The employing agency does not discriminate on the basis of race, color, national origin, sex, genetics, religion, age, or 

disability in employment or the provision of services, and complies with the provisions of the North Dakota Human 

Rights Act. 

   

 

http://burleighco.com/jobs/
mailto:drhilborn@nd.gov

