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An agenda packet containing detailed information on the items listed below is distributed to the County Judge, County Clerk, County Tax
Assessor-Collector, and the County Chair of each political party that made nominations by primary elections for the last general election
of state and county officers preceding the date of the meeting at least four (4) days preceding the meeting. The agenda packet is also
posted on the county website at www.burnetcountytexas.org, under Public Meetings. A hard copy of the agenda packet is available in the
County Clerk's office. Our Mission Statement: The mission of Burnet County is to maintain overall efficient and effective management of
county resources while providing the  services mandated by state and federal law and desired by the citizens of Burnet County.

SPECIA L SESSIO N  MEETIN G  D A TE: Thursday SEPTEMBER 4, 2025      
MEETIN G  TIME: 9:00 a.m. 

MEETIN G  PLA CE: 1st Floor Courtroom located at 220 S. Pierce, Burnet, Texas  
      
1. Call to Order and Establish Quorum  
 

2. Invocation and Pledge of Allegiance to the Flags
 

3. Discuss, consider, and take appropriate action regarding the upcoming retirement of the current Elections
Administrator and the selection of a successor, including: (Wilson/ Ferguson)
a. Succession planning
b. Discussion of job requirements and minimum qualifications
c. Posting Election Administrator position
d. Screening and interview process

 

4. Closed Session: Pursuant to Section 551.074, Texas Government Code - To discuss and deliberate about
officers and employees of the government body relating to the appointment, employment, evaluation,
reassignment, duties, discipline, or dismissal of a public officer, to wit: Elections Administrator. (Wilson)

 

5. Reconvene in Open Session. (Wilson)
 

6. Discuss, consider, and take appropriate action regarding requesting commissioners court to allow the
current Elections Administrator to become an assistant for a period of up to 60 days. (Wilson)

 

7. Adjournment
 
The Elections Commission reserves the right to adjourn into Closed Session at any time during the course of this meeting to discuss any matters as authorized by
the Texas Government Code including, but not limited to, Sections: 551.071 (Consultation with Attorney) 551.074 (Deliberations regarding Personnel Matters).
Compliance with the Americans with Disabilities Act, Burnet County will provide for reasonable accommodations for persons attending the Elections
Commission. To better serve you, requests should be received 24 hours prior to the meetings. Please contact Ms. Madeline Parker, Burnet County Administrative
Director, at (512) 715-5276. Please note, the location of the meeting is subject to change based upon availability of the Courtroom. If meeting location is
changed, notice at the above meeting location shall be posted to ensure public access to meeting is granted.

Posted by 5:00 o'clock P.M. on the 26th day of August, 2025 
ELECTIONS COMMISSION CHAIR, BURNET COUNTY, TEXAS 

________________________________________________________ 
ELECTIONS COMMISSION CHAIR - COUNTY JUDGE



Burnet County Commissioners Court
Jim Luther Jr.  Damon Beierle Bryan Wilson Chad Coll ier  Joe Don Dockery

Precinct 1  Precinct 2  County Judge Precinct 3 Precinct 4

 

  
Elections Commission 3.         
Meeting Date: 09/04/2025  
Subject
Discuss, consider, and take appropriate action regarding the upcoming retirement of the current Elections
Administrator and the selection of a successor, including: (Wilson/ Ferguson)
a. Succession planning
b. Discussion of job requirements and minimum qualifications
c. Posting Election Administrator position
d. Screening and interview process

Attachments
Proposed Job Posting Election Administrator
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JOB DESCRIPTION
 
WORKING TITLE: ELECTIONS ADMINISTRATOR
DEPARTMENT: ELECTIONS
REPORTS TO: COUNTY ELECTIONS COMMISSION/ COUNTY JUDGE
CLASSIFICATION: GR 68

       
GENERAL DESCRIPTION
This position performs the duties and functions of the Voter Registrar, the duties and functions
placed on the County Clerk by the Texas Election Code or by statutes outside the Election Code.
This position is filled by appointment of the Burnet County Elections Commission and is a full time,
exempt position. The Commission consists of: the county judge, the county clerk, the county tax
assessor-collector and the Democratic and Republican county chairs.

ESSENTIAL DUTIES
 Supervise all elections held in Burnet County and make complex decisions potentially

having a very evident and measurable impact on a significant portion of the county.
 Hire, train, supervise, and evaluate department staff and numerous temporary election

workers.
 Plan and direct mail ballot voting, early voting and Election Day voting.
 Ensure the voter registration list is accurate and complete.
 Serve as the custodian of election records and filing agent for Candidate and Office

Holder Title 15 reports.
 Negotiate and execute election contracts with the local political subdivisions and

political parties of the county; monitor such contracts and elections.
 Prepare, submit and monitor the department budget. Manage the Chapter 19 voter

registration budget with the State of Texas and Contract Fund (reserve funds).
 Communicate frequently via telephone, e-mail and in person with the general public,

county personnel, candidates, elected officials, state officials, representatives from
political subdivisions and the media.

 Program the election ballots and supervise the printing and testing of ballots.
 Prepare voting system equipment and electronic poll books for voting and ensure the

maintenance and upgrades of equipment. Troubleshoot equipment during an election.
Plan and prepare for technological changes/ advances.

 Design and conduct poll worker training for each election.
 Conduct voter outreach to encourage registration and voting.
 Evaluate legislation impacting the election process and apply updates/ communicate

with the Commissioner’s Court as needed.

MINIMUM REQUIREMENTS
 High school diploma or GED required. Bachelor's degree in Management,

Government, Public Administration or job-related field preferred.
 Five years experience in clerical, administrative or managerial work required.

Substitutions include business school, college attendance, or special training.

THE COUNTY OF BURNET
Burnet, Texas 78611
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 Valid Texas driver’s license and valid Texas automobile insurance.
 Qualified Texas voter.
 Regular attendance is essential; must arrive at work on time, prepared to perform the

required duties and work the required schedule.
 May not be a candidate for public office, hold a public office or hold a position in a

political party.

OTHER EXPERIENCE AND SKILLS
 Requires ability to interpret and apply the Texas Election Code and applicable federal

and state laws.
 Requires ability to perform a wide range of election administrative duties including but

not limited to: working with voter registration, scheduling staff and temporary
personnel, and preparing election supplies and equipment.

 Requires excellent skills in customer service including: conflict resolution, listening,
leadership, and interpersonal, oral and written communication.

 Requires ability to work effectively with citizens, public officials, department, and
county personnel and all others in a pleasant, professional matter.

 Requires knowledge of basic arithmetic including adding, subtracting, multiplication,
division and fractions. Must be able to choose the right mathematical method or
formula to solve a problem.

 Requires ability to use Microsoft Word and Outlook. Excel ability a plus.
 Requires ability to operate office machines such as telephones, computers, copiers,

and scanners.
 Requires ability to maintain accurate and detailed records.
 These are not required but are a plus: elections/ voter registration experience,

computer inputting experience, and Spanish speaking ability.

PHYSICAL DEMANDS AND WORK ENVIRONMENT
This position has frequent contact with the public. It is an exempt position with variable
working hours. Stressful situations are common due to the deadlines and activities associated
with the election process.

The noise level in the office is usually quiet, but varies. The position requires business attire
be worn to work daily. Some exceptions may apply. There is occasional travel to locations in
the county and state in all types of weather conditions.

While performing the duties of this position the employee is frequently required to talk, hear,
see, sit, stand, kneel, climb, feel, use fingers to handle and arms to reach. Specific vision
required by this job includes both up close and distance vision. The employee is required to
be able to stand or sit for long periods of time. The employee must be able to lift up to 15
pounds regularly.

Additionally, voting equipment preparation and handling require lifting 30 lbs. to a height of 4'
frequently during election season. Equipment handling includes handling batteries.

Crimininal background checks are performed for all new hires.
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