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Department of Human Resources & Civil Service
Job Announcement
Please Post Conspicuously

Adam J. Bello Andrea M. Guzzetta Zury
County Executive Director
TITLE: SENIOR ELECTION CLERK - PART TIME
SALARY: $26.35 - $35.43 hourly
LOCATION: Monroe County Board of Elections
HOURS: Up to 35 hours per week preferred.
No benefits

Available to start now
Date range may be extended based on the demand of the appointed position.

JOB SUMMARY:

This is a part-time position involves performing a variety of routine administrative tasks. Employees in this role
receive detailed oral and/or written instructions for new or complex assignments. Work is reviewed through
direct supervisory observation, quality checks, and cross-referencing within the clerical process. Senior
Election Clerk operates under the direct supervision of a senior Election Operation Representative employee
and performs related duties as required.

CHARACTERISTICS OF THE IDEAL CANDIDATE:

Ability to answer and direct phone calls, maintain files and records, perform data entry, proofread, provide
customer service, stuff envelopes and various other clerical tasks. Having dependable transportation is
essential, as travel to different Polling Sites may be required. Flexibility is key, as the role demands adaptability
to assist wherever needed during election seasons.

SPECIAL REQUIREMENTS:

This position is subject to a background check for criminal convictions. Convictions will be considered but will
not automatically disqualify the candidate. No criminal background check will occur until after a conditional
offer of employment has been made, unless required prior to a conditional offer because of the nature of the
position or otherwise required by law.

Candidates for employment with Monroe County Government will be required to pass a pre-employment drug
test. Failure to meet the standards may result in disqualification.

If you are appointed, you will be required to possess a valid license to operate a motor vehicle in New York
State or otherwise demonstrate your capacity to meet the transportation needs of the position.

ADDITIONAL INFORMATION:
Visit:  https://www.monroecounty.gov/hr-choosemonroe for more information on our county’s generous paid
time off, 14 holidays and more.
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RESIDENCY REQUIREMENT:

Applicants must be a resident of Monroe County or a contiguous county at the time of appointment.
Contiguous counties are Orleans, Genesee, Livingston, Wayne and Ontario. Preference may be given to
Monroe County residents

APPLY ONLINE OR SEND CIVIL SERVICE APPLICATION TO:

MONROE COUNTY DEPARTMENT OF HUMAN RESOURCES
39 WEST MAIN STREET - ROOM 210
ROCHESTER, NEW YORK 14614

Posting Date: September 9, 2025

Posting Deadline: November 26, 2025
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