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Elections Manitoba 

P3 Recruitment Specialist 

Two-year term 

Winnipeg, MB 

Salary: $59,990 – $72,607 

Closing Date: September 28, 2018 

Elections Manitoba is an independent office of the Legislative Assembly. The office supports the 
democratic rights of all Manitobans through the conduct of free and fair provincial elections. 

Elections Manitoba is seeking a Recruitment Specialist for a two-year term to support hiring staff for the 

2020 provincial general election.  The position would begin work immediately with the term ending in 

November 2020. 

Reporting to the Deputy Chief Electoral Officer, the Recruitment Specialist will develop and implement 

recruiting plans for headquarters and field staff required to successfully conduct the general election. 

The recruitment specialist will consult with managers to determine the specific staffing requirements for 

each department. Positions recruited will include field staff, including returning officers and assistant 

returning officers who run the election within each of the 57 electoral divisions, and headquarters staff 

to support operations, administration, finance, communications and IT.   The specialist will collaborate 

with managers in reviewing and updating existing application forms, job descriptions and policies, and in 

developing and implementing an overall recruitment strategy. 

 

Position Duties and Responsibilities 

 Under the direction of the senior management team, review existing temporary election 

workers’ job descriptions, and develop and/or update job descriptions as necessary. 

 Evaluate recent changes to legislation and new technology that affect the conduct of elections, 

and assess how these changes affect jobs and functions of election staff.   

 Consult with managers in developing and implementing a recruitment plan for returning officers 

(ROs), assistant returning officers (AROs), headquarters support, field support, call centre, 

payroll and accounts payable, administration, IT support and others as required. 

 Develop and/or update the selection process and interview questions, and complete reference 

checks. 

 Assist with probationary periods and overall HR management of election event staff. 

 Other projects as required to support the recruitment of workers for the election period. 

 

 



 

Qualifications 

 Experience in recruitment, job design and managing performance, particularly for short-term 

employment situations, and post-secondary education in human resources practices such as a 

degree, diploma or certificate, or equivalent combination of related education, training and 

experience. 

 Ability to read, understand and apply legislation, and policies and procedures to job 

descriptions, work flow and the recruitment process. 

 Demonstrated knowledge of laws and practices affecting recruitment, employment and human 

resources. 

 Strong written and verbal communication skills. 

 Strong analytical, decision making and problem solving skills. 

 Ability to meet deadlines in a dynamic and demanding environment. 

 Ability to work independently and as a member of a team. 

 
Conditions of Employment 

 The incumbent must be, and remain, politically non-partisan in both perception and fact. 

 Must be legally entitled to work in Canada 
 

Please send your resume and cover letter to elections@elections.mb.ca by September 28, 2018. 
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