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Interview Questions
Elections Administrator Position
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1. What interests you about the Elections Adﬂlnlstrator position and why did you apply?
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Spts, - Thorough response 3pts. - Moderate response 1pt. - Minimal response Opts. - No response

2. Please tell us about yourself and your work history, education and expenence as it pertains to the
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Elections Administrator position. ;;-'::--..r; va Yewmd,  BA C cal . tayd Lom erishy s/ A
< { / ; :
ﬁrl!a/ posfiny A i 2 e i'ﬂf"j‘;{ fs;}'c(’;:_f,ns . ﬁ‘.o ¢ 7o’ Svrveges., Took  Jau o2
§ Took gty eess - Cle el B kg wh byl BA Ve Cowltis ot onet

o

\‘a\pt%— Thorough experience  3pts. - Moderate experience 1pt. - Minimal experience Opts. - No experience

( 3) The Elections Administrator reviews, interprets and implements complex laws, regulations and
‘polices that vary for each election, change often and relate to the voter registration system,
conducting elections, voting processes, candidate requirements, campaign finance disclosure process,
accessibility and other activities. Please describe your understanding of and the direct involvement
and experience you possess that specifically relates to these election duties, responsnblhtles and
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4. What is your specific experience working with and operating within the parameters of the Monana
Code Annotated and the Administrative Rules of Montana as they pertain to elections and how do
you plan on becoming an authority on state and federal election laws and rules?
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5. The Montana Secretary of State’s Office has the ElectMT program that provides daily zoom
trainings and there are other resources for training on SharePoint that provides videos from
townhalls, various training and other important documents about ElectMT. Please describe your
thoughts on obtaining or partlc1pat|ng in training in this manner.
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@ What do you consider the most important and fundamental aspects of elections?
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7. Given the current political attention and scrutiny of election offices across the Country, what
makes you want this position and how do you plan on handlmg the stress and pressure that may go
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8. The Elections Administrator provides information and handles correspondence with the public,
candidates for office, the media and representatives of other political subdivisions or government
agencies. Please provide an example that illustrates your expenence communicating about

part1cular[y complex or controversml issues. Pujfy Bpeis oF stvek B .
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@ Attention to detail is an essential part of this position, a single typographical error or misread
could potentially jeopardize the entire election. What methods or safeguards would you utilize to
ensure that every detail has been checked and is accurate? _
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10. Without breaching any confidentiality, please describe a situation where you had to act quickly to
correct a problem. Could the problem have been prevented by closer momtorlng'-’ What did vou do
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11. Without breaching any confidentiality, please describe a time when you took personal
accountability for a conflict and initiated contact with the mdlwdual(s) involved to explain your
actions to resolve the conflict. £k He’ Lo? nrissiy. Cuthet HE 3 delloct 17 S
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1‘2> The Elections Administrator will serve as the Elections Department manager and will supervise
ff directly and indirectly and provide guidance and assistance to staff encountering difficult
problems related to elections. Please describe vour experience and involvement in dealing with
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13. What would you do to promote and foster cohesiveness and productivity in your team?
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14. Have you ever had to settle a conflict between two people on the job? While maintaining

employee privacy of those concerned, what was the situation and what steps did you take? z
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16. Please describe your approach to and direct experience in developing and managing a
governmental budget? Please describe your direct experience in presenting a governmental budget

to a board or committee for review and approval. B Al oS
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17. On many occasions, supervisors have to make difficult decisions. While maintaining employee
privacy of those concerned, please describe the most difficult decision you have had to make as a

supervisor and what was your decision- makmg process?
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(18 What was the most high-pressure situation you have been under as a supervisor in recent years
and how did you cope with |t7 What, if anything , would you change and why?
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19. Tell us about a new policy or idea that you recently implemented which was considerably

different from the former procedure? What approach did you take? What did you have to consider
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20. You suspect that an employee is abusing their sick time. For the 4'" time this month the employee

called in sick with a headache. Co-workers are becoming upset handling the extra workload. How are
you going to approach this situation and what, if any potential disciplinary steps would you consider

taking W|th the employee? g S N ned Fo be ) i
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"21. )An employee comes to your office and says “I want to tell you something, but you need to
omise me that you w:ll keep it confldentlal You can’t tell anyone.” How do you respond?
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22. The integrity of the operations in the Elections Office is questioned by the public. Some of those

public members request a meeting with you to discuss their concerns. Their concerns range from the

security of equipment to the accurateness of office procedures. How do you handle the meeting?
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23. The Elections Administrator is responsible for performance testing and certification of the Vote

Tabulation Machines. Please describe in detail your understanding of and experience in conducting

such testing and certification and explain in detail what is required and how that is accomplished.
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@ There are peak times throughout the year which require long hours and late nights, weekends,
and on-call emergencies. Is there a schedule that will not work for you or any challenges for you with

this requirement? / / Lt (Vg
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Interview Questions // 97
Elections Administrator Position
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1. What interests you about the Elections Admm rator position and why did you apply?
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Spts. - Thorough response 3pts. - Moderate response 1pt. - Minimal response Opts. - No response

2. Please tell us about yourself and | your work history, educat:on and experlence as it pertains to the
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Spts. - Thorough experience  3pts. - Moderate experience 1pt. - Minimal experience Opts. - No experience

& 3. The Elections Administrator reviews, interprets and implements complex laws, regulations and
polices that vary for each election, change often and relate to the voter registration system,
conducting elections, voting processes, candidate requirements, campaign finance disclosure process,
accessibility and other activities. Please describe your understanding of and the direct involvement
and experience you possess that specifically relates to these election duties, responsibilities and
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| 4. What is your specific experience working with and operating within the parameters of the Monana
Code Annotated and the Administrative Rules of Montana as they pertain to elections and how do
you plan on becommg an authority on state and federal election laws and rules?
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5. The Montana Secretary of State’s Office has the ElectMT program that provides daily zoom
trainings and there are other resources for training on SharePoint that provides videos from
townhalls, various training and other important documents about ElectMT. Please describe your
thoughts on obtamlng or partncnpatmg in training in this manner.

)

S5 AT OAJ S AT AP LEECAITIodS (" or. S res,
':)L—'J(.,L"‘“" U f““ TRA £ N PAATER AL /f;’ﬁe“kxw‘é:t’c NTS Fel ELE AT
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7. Given the current political attention and scrutiny of election offices across the Country, what

makes you want this position and how do you plan on handling the stress and pressure that may go
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STRESS Fh b MATEH (NG 6F TAR ANR VeTeTALLY, THRIL LS WTH T

Spts. - Thorough response 3pts. - Moderate response 1pt. - Minimal response Opts. - No response

~8. The Elections Administrator provides information and handles correspondence with the public,

candidates for office, the media and representatives of other political subdivisions or government
agencies. Please provide an example that illustrates your experience communicating about
particularly complex or controversial issues. leTS DeoPLé
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Spts. - Thorough experience  3pts. - Moderate experience 1pt. - Minimal experience Opts. - No experience

9. Attention to detail is an essential part of this position, a single typographical error or misread
could potentially jeopardize the entire election. What methods or safeguards would you utilize to

ensure that every detail has been checked and is accurate?
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4 10. Without breaching any confidentiality, please describe a situation where you had to act quickly to
correct a problem. Could the problem have been prevented by closer monitoring? What did you do
and what was the result? L <7 &7 “oac bt ST
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Spts. - Thorough response 3pts. - Moderate response 1pt. - Minimal response Opts. - No response

11. Without breaching any confidentiality, please describe a time when you took personal
accountability for a conflict and initiated contact with the individual(s) involved to explain your

actions to resolve the conflict. e
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Spts. - Thorough experience  3pts. - Moderate experience 1pt. - Minimal experience Opts. - No experience

12. The Elections Administrator will serve as the Elections Department manager and will supervise
staff directly and indirectly and provide guidance and assistance to staff encountering difficult
problems related to elections. Please describe your experience and involvement in dealing with
supervisory issues. se e DRECTLY INUOLUED = STAFE TRAINGE »
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¢/13. What would you do to promote and foster cohesiveness and productivity in your team?
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7 14. Have you ever had to settle a conflict between two people on the job? While maintaining
employee privacy of those concerned, what was the sntuatlon and what steps did you take?
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- 15. Please provide us with a specific example when you had to conform to a policy that you did not
agree with and how you handled the situation? 21174 = WO 1l lee 1 T
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16. Please describe your approach to and direct experience in developing and managing a
governmental budget? Please describe your direct experlence m presentmg a governmental budget

to a board or committee for review and approval. | Uk oA W ITH Sou 0
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Spts. - Thorough experience  3pts. - Moderate experience 1pt. - Minimal experience Opts. - No experience

— 17. On many occasions, supervisors have to make difficult decisions. While maintaining employee

privacy of those concerned, please describe the most difficult decision you have had to make as a
supervisor and what was your decision-making process?
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Spts. - Thorough experience  3pts. - Moderate experience 1pt. - Minimal experience Opts. - No experience

~ 18. What was the most high-pressure situation you have been under as a supervisor in recent years
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# 20. You suspect that an employee is abusing their sick time. For the 4" time this month the employee

and how did you cope with it? What, if anything , would you change and why?
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19. Tell us about a new policy or idea that you recently implemented which was considerably

different from the former procedure? What approach did you take? What did you have to consider
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called in sick with a headache. Co-workers are becoming upset handling the extra workload. How are
you going to approach this situation and what, if any potential disciplinary steps would you consider
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21. An employee comes to your office and says “l want to tell you something, but you need to
promise me that ynu will keep it confidential. You can’t tell anyone.” How do you respond?
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Spts. - Thorough response 3pts. - Moderate response 1pt. - Minimal response Opts. - No response
22. The integrity of the operations in the Elections Office is questioned by the public. Some of those

public members request a meeting with you to discuss their concerns. Their concerns range from the
security of equipment to the accurateness of office procedures. How do you handle the meeting?
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Spts. - Thorough response 3pts. - Moderate response 1pt. - Minimal response Opts. - No response

"~ 23. The Elections Administrator is responsible for performance testing and certification of the Vote

Tabulation Machines. Please describe in detail your understanding of and experience in conducting

such testlng and certification and explaln in detail what is required and how that is accomplished.
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Spts. - Thorough experience  3pts. - Moderate experience 1pt. - Minimal experience Opts. - No experience

24. There are peak times throughout the year which require long hours and late nights, weekends,
and on-call emergencies. Is there a schedule that will not work for you or any challenges for you with
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Spts. - Thorough response 3pts. - Moderate response 1pt. - Minimal response Opts. - No response
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Elections Administrator Position
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1. What interests you about the Elections Administrator position and why did you apply?
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Spts. - Thorough response 3pts. - Moderate response lpt.) Minimal response Opts. - No response

2. Please tell us about yourself and your work history, education and experience as it pertains to the
Elections Administrator position.
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Thorough experlence 3pts. - Moderate experience 1pt. - Minimal experience Opts. - No experience

3. The Elections Administrator reviews, interprets and implements complex laws, regulations and
polices that vary for each election, change often and relate to the voter registration system,
conducting elections, voting processes, candidate requirements, campaign finance disclosure process,
accessibility and other activities. Please describe your understanding of and the direct involvement
and experience you possess that specifically relates to these election duties, responsibilities and
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Spts. - Thorough experience ptl Moderate experience 1pt. - Minimal experience Opts. - No experience

4. What is your specific experience working with and operating within the parameters of the Monana
Code Annotated and the Administrative Rules of Montana as they pertain to elections and how do
you plan on becoming an authorlty on state and federal election laws and rules? .
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Spts. - Thorough experience Gpté Moderate experience 1pt. - Minimal experience Opts. - No experience
\

\_/

1/5 Total this page: 12



5. The Montana Secretary of State’s Office has the ElectMT program that provides daily zoom
trainings and there are other resources for training on SharePoint that provides videos from
townhalls, various training and other important documents about ElectMT. Please describe your
thoughts on obtaining or participating in training in this manner.
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6. What do you consider the most important and fundamental aspects of elections? .
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5pts. - Thorough response ) 3?/':;5 - Moderate response 1pt. - Minimal response Opts. - No response

7. Given the current political attention and scrutiny of election offices across the Country, what
makes you want this position and how do you plan on handling the stress and pressure that may go
along with such scrutiny?
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Spts. - Thorough response pts r !Vi'oderate response 1pt. - Minimal response Opts. - No response

8. The Elections Administrator provides information and handles correspondence with the public,
candidates for office, the media and representatives of other political subdivisions or government
agencies. Please provide an example that illustrates your experience communicating about
particularly complex or controversial issues.
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Spts. - Thorough experience  3pts. - Moderate experience 1;:3- Minimal experience Opts. - No experience

9. Attention to detail is an essential part of this position, a single typographical error or misread
could potentially jeopardize the entire election. What methods or safeguards would you utilize to
ensure that every detail has been checked and is accurate? ,
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10. Without breaching any confidentiality, please describe a situation where you had to act quickly to
correct a problem. Could the problem have been prevented by closer monitormg'-’ What did you do
and what was the result? W&F Elyod plabts net pun deveetlly,, Block u,\ [ o lent Vmtiged » ]J {»c(truak
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Spts. - Thorough response r\ Moderate response 1pt. - Minimal response Opts. - No response

11. Without breaching any confidentiality, please describe a time when you took personal
accountability for a conflict and initiated contact with the individual(s) involved to explain your
actions to resolve the conflict. 5%tin 100 bt fM’}é}E—é (naned \ Wl v A Jliabom Aoz . ﬂ/,,,
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Spts. - Thorough experience  3pts. - Moderate experience 1pt. - Minimal experience Qtj + No experience

12. The Elections Administrator will serve as the Elections Department manager and will supervise
staff directly and indirectly and provide guidance and assistance to staff encountering difficult
problems related to elections. Please describe your experience and involvement in dealing with
supervisory issues. '/ -t ek m& O thumathatAad . Poad wicte Gutin nombon
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13. What would you do to promote and foster cohesiveness and productivity in your team?
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Spts. - Thorough response @ Moderate response 1pt. - Minimal response Opts. - No response
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14. Have you ever had to settle a conflict between two people on the job? While maintaining < tCt\ % LLLLLJ
employee privacy of those concerned, what was the situation and what steps did you take?
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Spts. - Thorough experience  3pts. - Moderate experience 1;;\, - Minimal experience Opts. - No experience

15. Please provide us with a specific example when you had to conform to a policy that you did not
agree with and how you handled the situation?
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16. Please describe your approach to and direct experience in developing and managing a
governmental budget? Please describe your direct experience in presenting a governmental budget
to a board or committee for review and approval.
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17. On many occasions, supervisors have to make difficult decisions. While maintaining employee
privacy of those concerned, please describe the most difficult decision you havey had to make as a
supervisor and what was your decision-making process? 5 /14 ¢/ {;‘ onl $) P & hen- tjau
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Spts. - Thorough experience  3pts. - Moderate experience @t.}— Minimal experience Opts. - No experience

18. What was the most high-pressure situation you have been under as a supervisor in recent years
and how did you cope with it? What, if anything , would you change and why?
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19. Tell us about a new policy or idea that you recently implemented which was considerably
different from the former procedure? What approach did you take? What did you have to consider
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Spts. - Thorough experience 3pt§. - Moderate experience 1pt. - Minimal experience Opts. - No experience

20. You suspect that an employee is abusing their sick time. For the 4'" time this month the employee
called in sick with a headache. Co-workers are becoming upset handling the extra workload. How are
you going to approach this situation and what, if any potential disciplinary steps would you consider
taking with the employee? (| uj Bl oot dusto Wil then gue 4o HR
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21. An employee comes to your office and says “l want to tell you something, but you need to
promise me that you will keep it confidential. You can’t tell anyone.” How do you respond?
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4 f',‘

i
5pts. - Thorough response Elpts;E - Moderate response 1pt. - Minimal response Opts. - No response
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22. The integrity of the operations in the Elections Office is questioned by the public. Some of those
public members request a meeting with you to discuss their concerns. Their concerns range from the
security of equnpment to the accurateness of office procedures How do you handle the meeting?
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5pts Thorough response @T Moderate response 1pt. - Minimal response Opts. - No response

23. The Elections Administrator is responsible for performance testing and certification of the Vote
Tabulation Machines. Please describe in detail your understanding of and experience in conducting
such testing and certification and explain in detail what is required and how that is accomplished.
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24. There are peak times throughout the year which require long hours and late nights, weekends,
and on-call emergencies. Is there a schedule that will not work for you or any challenges for you with
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