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POSITION DESCRIPTION

Position Title:	Chief Returning Officer (CRO)
Department:	Student Services
Position Status: 	Active
Employment Type:	Part-time

Employment Term: 	May 2025 – April 2026


POSITION SUMMARY 
The Chief Returning Officer (CRO) administers all Elections of the University of Calgary Students’ Union. They work to ensure a fair, transparent, accountable, and democratic process and deliver SU Election and Referenda results as required. 

The CRO is responsible for answering questions and providing election-related information to students, members of the University community, and the general public in a friendly, timely and professional manner, through email, phone and in-person during office hours. 

REPORTS TO: Policy Analyst (PA) and Manager, Student Services (MSS). 

COMMITMENT: 
Hours for this position vary depending on the time of year. Outside of the Election Period, the commitment can be as low as five hours per week. During the Election Period (approximately seven weeks in each semester), the required time is roughly 20-25 hours per week. The CRO must hold a minimum of 10 office hours per week in the fall semester and a minimum of 15 hours in the winter semester. These hours must be during regular SU office hours (8:30 AM - 4:30 PM). The CRO must also attend weekly meetings with SU Elections staff and will be required to do other work outside of these times.

The ideal candidate has a flexible schedule and can participate in important Election-related events, such as: Nomination Days, Voting Days, results night, etc. The Elections Calendar will be provided to the CRO during their training. All important dates are established well in advance. 

TRAINING: The CRO will receive a minimum of 10 hours of hands-on training throughout their first 6 weeks on the job, and ongoing support from the PA and MSS to further develop proficiency. A mandatory Student Staff Orientation will be held in late August. 

KEY RESPONSIBILITIES
· Enforce deadlines and policies stipulated by the SU Bylaws, Election Policy and Nomination Package. 
· Assist to market and execute “Run” and “Vote” campaigns.
· Contribute to the annual review of any Election Policy, manuals, forms, etc.
· Rule on all Election complaints or concerns from Candidates or other campus community members (with staff assistance). 
· Recruit and train election staff, as needed.
· Organize Nomination Days and oversee the process of form submission.
· Prepare materials for and facilitate All-Candidates meetings.
· Coordinate the production of paper Election ballots and accuracy of ballots produced by online provider.
· Manage the administration of polling stations.
· Deliver Election and Referenda results.
· Hold regular office hours, both during and outside of the Election Period.
· Attend weekly meetings with the Elections staff.
· Other Election-related duties as assigned. 

REQUIRED SKILLS AND ATTRIBUTES

· Election Periods are extremely busy and the CRO must have a significant amount of time to devote to the role, both during and after office hours.
· Computer skills with ability to use full suite of MS Office software, including Excel, Word, and PowerPoint. Candidate must have access to a webcam and be comfortable participating in virtual meetings and facilitating online workshops. 
· Demonstrated organizational and time-management skills to meet daily work deadlines, ongoing commitments, and emerging priorities. 
· Excellent customer service skills to assist in determining student needs and providing appropriate levels of assistance in a high energy and busy environment.
· Superior interpersonal skills to interact positively, courteously, and professionally with customers and staff. Well-developed written and verbal communication skills. 
· Can learn, understand, and accurately convey complex information to a variety of audiences. Possess strong presentation skills and be able to confidently address students’ questions and concerns. 
· Can assess the severity of problems and work with staff to manage situations in a timely manner. 
· Possess common sense, tact, discretion, good judgment, and can maintain composure and make critical decisions under pressure. 
· Demonstrated commitment to maintaining a high level of confidentiality and working within the boundaries of this position.
· Must have the ability to remain neutral and unbiased. The CRO role is arms-length from all SLC and the governance structure of the SU.
· Illustrate personal motivation and the ability to take initiative. The CRO role requires a high-level of independence, however they must actively and regularly communicate and coordinate with the other members of the Election team.
· Ability to manage and motivate a team of student staff (DROs) who all have varying types of roles. 

EXPERIENCE 

· Established skills in learning and communicating large amounts of complex information. 
· Prior experience in a role of authority, preferably where the candidate has been responsible for enforcing standardized rules and/or conveying decisions.
· Direct practical experience conducting administrative tasks (E.g.-customer relations, creating and processing documents, writing professional emails, etc.)
· Familiarity with leading a team of people.
· Previous experience working in an environment with multiple, conflicting priorities is an asset. 
· Some knowledge or experience working within the electoral process is preferred. 
· Candidates do not need to be currently enrolled in undergraduate studies at the University of Calgary to apply.
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