
Senior Operations Officer 
XO3 Administrative Officer 3 

Regular/full-time 

Elections Manitoba 
Elections Manitoba 
Winnipeg MB 
Advertisement Number: 36022 
Salary(s):  XO3 $57,344.00 - $71,586.00 per year 
Closing Date: February 21, 2020 

 
The Manitoba government recognizes the importance of building an exemplary public service reflective of 
the citizens it serves, where diverse abilities, backgrounds, cultures, identities, languages and perspectives 
drives a high standard of service and innovation. The Manitoba government supports equitable employment 
practices and promotes representation of designated groups (women, Indigenous people, persons with 
disabilities, visible minorities). 
Employment Equity is a factor in selection for this competition. Consideration will be given to visible 
minorities. 

 
Introduction 

Elections Manitoba is an independent office of the Legislative Assembly. It is the mission of the office to ensure the 
democratic rights of all Manitobans through the conduct of free and fair provincial elections, by ensuring compliance 
with political financing laws and by enhancing public confidence in and awareness of the electoral process. 
 
Elections Manitoba is seeking an experienced, motivated and dynamic individual to join our team as a Senior 
Operations Officer. Reporting to the Manager of Elections Operations, the incumbent plays a significant role in the 
development and implementation of operational processes and training programs for electoral events in the province. 
  
Preference to internal applicants may be applied. 
  
 
Conditions of Employment: 

 Must be legally entitled to work in Canada 

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

 
Essential skills/expertise:  

 Post-secondary education (business, project management, administration or social sciences) and several 
years' project management experience and/or business experience.  An equivalent combination of education 
and experience may be considered. 

 Experience leading time sensitive projects. 

 Strong organizational skills including the ability to manage high volume work load with conflicting priorities 
and deadlines. 

 Experience in identifying operational issues and developing appropriate resolutions. 

 Strong interpersonal and relationship building skills. 

 Strong verbal and written communication skills including the ability to discuss and present complex materials 
to a broad range of audiences.     

 Experience in research and analysis. 

 Experience developing operational policies and procedures including the development of procedural 
manuals. 

 
 
 
 
 
 
 



Desired: 
  

 Demonstrated experience in developing and implementing training programs. 

 Demonstrated supervisory experience with the ability to provide guidance and establish work priorities, 
ensure standards and deadlines are met. 

 Experience participating in the development and management of budgets. 

 Experience interpreting and applying legislation. 

Duties: 

Reporting to the Manager of Elections Operations, the Senior Operations Officer is responsible for supporting the 
Operations Department and Elections Manitoba to conceptualize, plan and manage a series of pre-election and 
electoral event projects that support the conduct of free and fair elections in Manitoba. 
  
The Senior Operations Officer is responsible for and plays a key role in the development of operating procedures to 
ensure that all election field preparations are completed as required by legislation including recruitment, manual 
development, training and special voting such as advance voting.  The Senior Operations Officer assists in identifying 
and addressing policy and administrative issues that may impact an electoral event. 
  
Apply Now: 

Advertisement # 36022 
Manitoba Legislative Assembly 
Human Resource Services 
302-386 Broadway 
Winnipeg MB, R3C 3R6 
Phone:  204-945-7279 
Fax: 204-948-3115 
Email: hr@legassembly.mb.ca 
 
Applicants may request reasonable accommodation related to the materials or activities used throughout the 
selection process. When applying to this position, please indicate the advertisement number and position 
title in the subject line and/or body of your email. Your cover letter, resumé and/or application must clearly 
indicate how you meet the qualifications. 
Please be advised that job competitions may be grieved and appealed. Should a selection grievance be filed, 
information from the competition file will be provided to the grievor's representative or the grievor, if 
unrepresented. Personal information irrelevant to the grievance and other information protected under 
legislation will be redacted. 
We thank all who apply and advise that only those selected for further consideration will be contacted. 

 

mailto:hr@legassembly.mb.ca

