
 
 
 
 
                  
 
 

Election Inspector 
 
 

General Statement of Job: 
Election Inspectors are the gate keepers of Democracy. They are vital to efficient and honest 
elections. Election Inspectors proudly conduct elections with accuracy, integrity, and dignity.  
Join the team of caring individuals who help ensure a basic right of citizenship to vote in a fair 
and free election. 
 
Duties Performed: 

• Be courteous and kind to all voters 
• Responsible for administering election procedures in each polling place 
• Organize the polling place before the polls open 
• Register voters and issue ballots to registered voters 
• Provide instructions and assistance to voters 
• Explain use of the voting equipment 
• Process absentee ballots 
• Organize and close the polling place 

 
Required Knowledge, Skills and Abilities: 
This position must possess the ability to communicate effectively with voters; clearly explain 
voting procedures to voters; ability to assess and handle situations with irate customers in a 
calm manner by exercising good judgement, decisiveness, tact, and courtesy. 
 
Confidential Data: 
Confidential information includes all personal citizen data and other information as defined as 
confidential 
 
Essential Physical Job Requirements: 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 
Inspectors work from 6:30am until the completion of their duties- approximately 10:00pm but 
may vary depending on the election. A lunch break of a half hour may be possible during 
slower elections, but busy elections you may be required to eat at your workstation. You will be 
asked to bring your necessary meals. Inspectors are appointed for a two-year term. If you are 
not appointed, you will be considered an alternate and asked to work when vacancy occurs. 
 
Requires handling average weight materials or equipment, but not for sustained periods of 
time. The employee is occasionally required to exert light to medium physical effort lifting ballot 
boxes and supplies. The employee must be able to stand and/or sit at the counter/table for 
prolonged periods of time. Specifically, vision abilities required include close vision, and ability 
to adjust focus and ability to hear in a noisy environment with several people talking at once. 
 



The work environment is majority indoors with controlled climate conditions unless specifically 
assigned to traffic control in the parking lot (will be notified of this prior to election). 
Occasionally the employee may be required to be outdoors (curbside voting) for a short period 
of time, and therefore subject to varying weather conditions, for purposes of accomplishing the 
essential functions of this job.  
 
Initial online training of 2-4 hours is required. Training will be provided before each election by 
the municipal clerk. This training provides all the necessary information and knowledge to be a 
successful Election Inspector. All Election Inspectors will be required to take at least one (1) 
hour of training prior to each Election that they are assigned to work.  
 
Experience & Qualifications 

• Must be a qualified elector of St. Croix County 
• Have clerical skills 
• Be able to solve problems and be an effective communicator 
• Work well in a team environment and enjoy people and service to others 
• Be willing to work a long day as a service to your community 
• NOT be a candidate for any office to be voted on at the polling place at that election 

 
Statement of Working Conditions 
The City of Hudson is a drug-free workplace. 
 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities toto perform the essential functions. 
 
While performing the duties of this job, employee is frequently exposed to noise from office 
machines. Employee is exposed to significant work pace/pressure during election preparation. 
Many duties are statutory and mandatory and failure to perform these correctly or in a timely 
manner could subject the municipality to loss of revenue or costs of potential litigation. 
 
Guidelines 
The duties listed above are intended only as illustrations of the various types of work that may 
be performed. The omission of specific statements of duties does not exclude them from the 
position if the work is similar, related, or logical assignment to the position. 
 
The job description does not constitute an employment agreement between the employer and 
employee and is subject to change as the needs of the employer and requirements of the job. 

 
 


