Contra Costa County

invites your interest in the position of

Assistant County Registrar
Recruitment Services Provided by Ralph Andersen & Associates

The Opportunity

Contra Costa County is recruiting for an experienced Assistant County Registrar, with a proven track record, to join our exceptional
elections team. This at-will position reports to the elected County Clerk-Recorder-Registrar through the Chief Operating Officer and
directs the Elections Division’s day-to-day operations, under general direction from the elected Department Head and the Chief
Operating Officer.

This position is responsible for managing the processes of registering county voters, maintaining voting precincts and voter files, and
conducting Federal, State, County, and local elections on behalf of the County’s residents. The Assistant Registrar administers local
provisions of campaign finance requirements and monitors and analyzes the impact of legislation on the election process. Candidates
must be familiar with election law and code, initiative, referendum, and recall petition processes as well as assure compliance with
all election laws and timelines. The Assistant Registrar position handles the administration of the Elections Division, including budget
development and adherence, personnel development, supervision, and performance management. The position will ensure that all
electoral processes are conducted in a fair and transparent manner, consistently demonstrating integrity, neutrality, and non-partisan
decision-making to uphold public trust in elections. In addition to a customer service focus, demonstrating, promoting, and developing
leadership values and skills are core responsibilities, as department staff are key assets of the organization.
The Elections Division operates with a ~$16 million annual budget, has approximately 30 full-time staff, and can include up to 100
temporary staff and 2,000 volunteers during peak election cycles.
The ideal candidate will be a reliable, dedicated, results-driven professional who enjoys working in a fast-paced, complex, and
collaborative environment. The ideal candidate should have a reputation for being flexible, detail-oriented, and hard-working.
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Contra Costa County

Contra Costa County was incorporated in 1850 as one of the original 27 counties of the State of California. It is one of nine counties
in the San Francisco-Oakland Bay Area and covers approximately 733 square miles. Contra Costa County has one of the fastestgrowing workforces among Bay Area counties, with growth in its employment base driven primarily by the need to provide services
to an increasing local population and the presence of relatively high-wage skilled jobs. Contra Costa County provides a full range of
services to its constituents through 27 departments. The County has a five-member Board of Supervisors and five elected department
heads, including the County Clerk-Recorder-Registrar.

The County has one of the State’s most heterogeneous populations; rich in ethnic, cultural, and socioeconomic diversity. With a current
population above 1.1 million, Contra Costa County is the ninth most populous county in California. The City of Martinez is the County
seat and the location of the County’s administrative offices. Contra Costa County includes 19 incorporated cities with varied urban,
suburban, industrial, agricultural, and port areas. A large part of the County is served by the Bay Area Rapid Transit District (BART)
mass transit system, which has helped enable significant residential and commercial development. Prestigious public and private
academic institutions, including Stanford University, University of California at Berkeley, University of San Francisco, University of
the Pacific, the University of California at Davis, Saint Mary’s College, and various California State University campuses, are within
driving distance of Martinez.
Outdoor recreation within the County varies from hiking, biking, horseback riding, and camping in Mt. Diablo State Park and surrounding
foothills to fishing, boating, and water skiing in the Sacramento-San Joaquin Rivers. Recreational areas, including the wine country
of Napa and Sonoma Counties; the museums, galleries, and attractions of San Francisco; the picturesque seaside communities of
Santa Cruz, Carmel, and Monterey; and the Sierra-Lake Tahoe mountain region are within driving distance of the County.
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Mission
Contra Costa County is dedicated
to providing public services
which improve the

quality of
life of our residents and the
economic viability of our businesses.

Vision

Contra Costa County
is recognized as a

world-class

service organization

where innovation and partnerships merge to enable our
residents to enjoy a safe, healthy and prosperous life.
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Values

serves
people,

Contra Costa County

businesses and communities. Our organization
and each one of our employees value:
• Clients and communities
• Partnerships
• Quality Services

• Accountability
• Fiscal prudence
• Organizational excellence
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About the Department

The Clerk-Recorder-Elections Department is located in downtown Martinez in a new state-of-the-art facility. The Department has
three divisions: the Clerk-Recorder Division, the Elections Division, and the Administration Division. The Department has a total of
81.5 full-time employees and a $28.5 million budget.
To learn more, go to: contracostacore.us | FY21 County Budget Document
The County Clerk-Recorder Division records, preserves, and archives official documents relating to real property in the County and
creates and maintains an index for the public to search and locate official documents. This Division also issues marriage licenses,
performs civil marriage ceremonies, files Fictitious Business Name Statements and Notary Bonds, registers public marriages, issues
certified copies of all vital records, and provides public notices.
The Elections Division promotes, conducts, and maintains voter registration, conducts Federal, State, County, and local elections
for the constituents of Contra Costa County, verifies signatures on initiative, referendum, and recall petitions, and files and certifies
candidate nomination papers. After each decennial census, redistricting of various federal, state, and local districts is completed and
the Elections Division is responsible for adjusting voting precincts to accommodate the newly drawn legislative districts.
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Elections

Clerk-Recorder
5810 ALA1
18084

Organizational Chart
September 2021

Recorder
Modernization
Clk-Rec. Admin.
Election Services

Deputy Clerk-Recorder
14796 ALB2
11316-15164

Elections Division

Administrative Division: Budget/Fiscal, Personnel, Special Projects, Outreach

Assistant Registrar
5793 ALB1
10058-13479

Admin Svcs Asst II
17870 APVA
5667-6888

Services

Finance

Elections Svcs Manager
16196 EABA
7635-9281

Elections Svcs Specialist
14634 EBVA
4622-5618

Elections Svcs Specialist
14810 EBVA
4622-5618

Cvc Outreach/Engage Tech.
15830 EBW1 (20 hours)
5050-6138

Elec Processing Sprvsr
5854 ALHB
5293-6434

Elec Processing Sprvsr
12722 ALHB
5293-6434

Elec Processing Sprvsr
12033 ALHB
5293-6434

Elec Processing Sprvsr
14743 ALHB
5293-6434

Elec Processing Sprvsr
5796 ALHB
5293-6434

Elec Outreach Coordinator
12721 EBHA
5293-6434

Campaign Services

Voter Services

Warehouse

IT Systems

Election Day Ops

Polls, Accessibility

Info. Systems Tech. I
12584 LTWB
5303-6447

Elections Svcs Specialist
12724 EBVA
4622-5618

Info. Systems Tech. I
16666 LTWB
5303-6447

Elections Svcs Specialist
12716 EBVA
4622-5618

Elections Svcs Specialist
12718 EBVA
4622-5618

Elections Svcs Specialist
12723 EBVA
4622-5618

Elections Svcs Specialist
12212 EBVA
4622-5618

Elections Svcs Specialist
5855 EBVA
4622-5618

Elections Svcs Specialist
12717 EBVA
4622-5618

Elections Svcs Technician
12715 EBTA
4048-4920

Elections Svcs Technician
13544 EBTA
4048-4920

Elections Svcs Technician
12214 EBTA
4048-4920

Elections Svcs Technician
12213 EBTA
4048-4920

Elections Svcs Technician
13543 EBTA
4048-4920

Elections Svcs Technician
13779 EBTA
4048-4920

Elections Svcs Technician
13130 EBTA
4048-4920

Seasonal Temporary

Cvc Outreach/Engag Spec.
15829 EBV1
5311-6456

Operations

Elections Svcs Manager
12652 EBSA
7635-9281

GIS/Mapping

Executive Secretary
5857 J3T5
5504-6690

Seasonal Temporary

Seasonal Temporary

Elections Svcs Technician
13778 EBTA
4048-4920

Seasonal Temporary

Seasonal Temporary

Seasonal Temporary

Seasonal Temporary

9/9/2021
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The Position

The Assistant County Registrar position is an at-will position that is appointed by, reports to, and receives overall policy guidance from
the elected Clerk-Recorder-Registrar and the Deputy Clerk-Recorder (Chief Operating Officer). This key executive position oversees
approximately 30 full-time staff (up to an additional 100 temporary staff during major elections) and is responsible for planning,
organizing, and directing the conduct of all Primary, General, and Special elections. The Assistant County Registrar implements
policy as it is determined by the Clerk-Recorder-Registrar, acts for the Clerk-Recorder-Registrar when assigned, and performs other
related duties as required.
Duties and responsibilities of the position include, but may not be limited to:
● Directs and supervises the planning and organization of activities related to preparation and conduct of Federal, State, local, and
Special elections; including, but not limited to, candidate and FPPC filings, ballot layout, ballot printing, sample ballot layout and
mailing, vote-by-mail ballot preparation and processing;
● Plans for and conducts the tabulation of election returns, including oversight of the vote canvass, audits, and results certification;
● Assures physical security and cyber-security of election facilities, processes, systems, and data;
● Prepares and adheres to the established election calendar, assuring all deadlines for scheduled election tasks are met;
● Secures adequate early voting sites, polling place locations, and poll workers;
● Directs the recruitment, training, and performance review of poll workers;
● Plans, acquires, and assures adequate supplies of materials to conduct each election;
● Coordinates with local districts to conduct their elections, charging appropriate election costs and tracking reimbursements;
● Assures all processes are conducted in a fair and transparent manner, demonstrating integrity, neutrality, and non-partisanship;
● Provides tours and answers questions regarding election processes and procedures posed by election observers;
● Plans and directs registering voters, processing registration affidavits, and maintaining voter registration;
● Directs the review of initiative, referendum, recall, and district formation petitions;
● Analyzes new and proposed legislation and regulations affecting County and/or State election procedures;
● Interprets and implements laws, rules, regulations, and codes related to voter registration and the conduct of elections; may testify
as directed;
● Is knowledgeable about and ensures County, State, and Federal laws, rules, regulations and processes are followed;
● Coordinates responses to Public Records Act requests, consults with County Counsel if appropriate;
● Assists the Clerk-Recorder-Registrar and Chief Operating Officer in formulating policies and procedures for carrying out the Department
and Division goals and objectives;
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The Position continued
● Works in collaboration with other department leadership to promote a teamwork environment at all levels of the organization;
● Coordinates and directs preparation and maintenance of written office procedure manuals and reference materials;
● Prepares, manages, and adheres to the Division operating budget;
● Determines personnel requirements to meet varying workloads during the election process and maintains sufficient staffing levels,
within the Division’s operating budget;
● Directs Division personnel management functions including selection, training, assignment, development, performance management,
and progressive discipline in a non-biased and fair manner; manages the Division’s Performance Management Program; demonstrates
and upholds the Department Core Values;
● Consistently looks for ways to improve effectiveness and efficiencies; identifies opportunities for improvement and provides solutions;
● Stays informed of current and emerging technology trends and promotes technology advancements to improve customer service
or create efficiencies;
● Collects and analyzes data, prepares clear and concise financial, statistical, and operational reports and correspondence;
● Manages division contracts and negotiates services and fees;
● Speaks before civic groups;
● Acts as liaison with other agencies and members of the press; and
● Acts for the County Clerk-Recorder-Registrar, as directed.
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The Ideal Candidate

The ideal candidate will be a dynamic professional with a
decorated background in all services related to elections,
with a proven ability to establish and maintain collaborative,
professional relationships with external and internal agency
officials and elections staff. The ideal candidate will be highly
flexible and adaptable, with dedication and commitment to the
Department’s mission, and must have an extraordinary work
ethic due to the rigors and demands of an election cycle. The
successful candidate will be a hands-on, strategic manager who
has a proven leadership ability to manage a team to achieve
goals effectively. The Assistant County Registrar will be a nonpartisan, self-directed, and results-driven leader with extensive
experience managing election processes.

The Assistant County Registrar must be personable and
approachable and work well with individuals at all levels of
the organization. The ideal candidate must be an experienced
leader who can hold staff accountable while promoting teamwork,
cultivating an environment of mutual respect, and demonstrating
a commitment to diversity, equity, and inclusion. The successful
candidate will exemplify personal integrity and dedication to
public service as well as to the integrity of the election process.
Additionally, the successful candidate will have exceptional
interpersonal skills, communication skills, and political savvy
when working with voters, candidates, elected officials, the
media, advocacy groups, and politically partisan groups.
In summary, candidates must enjoy and thrive in a fast-paced
and robust environment and address day-to-day operations
with a personal style that embraces a collaborative approach
to decision-making and problem-solving.

Contra Costa County | Assistant County Registrar

Page

9

Minimum Qualifications

Education: Graduation from an accredited college or university with a bachelor’s degree in business, public administration, or a closely
related field.
Experience: This position requires five (5) years of full-time managerial or administrative experience in a governmental agency overseeing
elections work. At least two (2) years of experience must have included supervisory responsibility.

Substitution: Additional experience of the type described above may be substituted for the required education on a year for year basis,
up to a maximum of four years. No substitution for supervisory or administrative experience is permitted.
California elections experience is a definite plus, although all highly qualified candidates on a national level will be given full
consideration.
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Compensation and Benefits

The annual salary range for the Assistant County Registrar is from $120,695 to $161,743 annually. In
addition to a competitive salary, the County offers an excellent benefits package, including:
● Retirement – The County pays the employer contribution to CCCERA, a 1937 Act-defined benefit
retirement plan, which is reciprocal with other 1937 Act county retirement systems, CalPERS, and systems
with CalPERS reciprocity. Employee contributions are based on age at the date of hire with the County
or another employer with a reciprocal retirement system.
● Social Security – The County participates in Social Security and Medicare.
● Medical Insurance – A variety of medical and dental plans are offered.
● Life Insurance – A County program is provided; employees may subscribe to a voluntary supplemental
program.
● Long Term Disability – A County-paid program.
● Vacation Leave – Initial monthly accrual rate is 10 hours, up to a maximum accumulation of 240 hours.
● Sick Leave – Monthly accrual is 8 hours.
● Annual Management Administrative Leave – 94 non-accruable leave hours are credited each January
1st (prorated for those hired after January 1st).
● Personal Holiday Credit – Accrual of 2 hours each month, up to an accumulation of 40 hours.
● Holidays – 10 paid holidays per year.
● Executive Professional Development Reimbursement – Eligible for reimbursement of $925 each
2-year period for qualifying expenses.
● Deferred Compensation Plan – County contributes $85 per month, plus an additional $150, upon
qualifying employee contributions.
● Executive Life Insurance Package
● Management Longevity Pay
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To Be Considered

This is a confidential process and will be handled accordingly throughout the various stages of the process. Interested candidates
should apply by October 18, 2021. Candidates are encouraged to apply early in the process for optimal consideration. This
recruitment may close at any time once a strong pool of candidates is received. Panel interviews (Round #1) will be scheduled
during early-to-mid November using video technology. Follow-up in-person interviews (Round #2) will follow shortly thereafter. The
anticipated start date for the new Assistant County Registrar is early January 2022 (or sooner).
Ralph Andersen & Associates will conduct the initial evaluation of submitted materials to determine the best overall match with
the established criteria as outlined in this recruitment profile. The evaluation and selection process may consist of a supplemental
questionnaire and/or written exercise(s) to further evaluate the relative experience and overall suitability for this position. Employment
history, degrees obtained, and other certifications/accomplishments will also be verified.
To be considered, candidates must submit a compelling cover letter and comprehensive resume to apply@ralphandersen.com.
References will not be contacted until mutual interest has been established and will be requested from the top tier of candidates at
a later date.
Should you have any questions regarding this position or the recruitment process, please call Ms. Heather Renschler
at (916) 630-4900. Alternatively, a specific date/time can be scheduled in advance by sending an email directly to:
scheduling@ralphandersen.com. Confidential inquiries are always welcomed.

Contra Costa County is an Equal Opportunity Employer
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