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Job Description
	For HRU use only
	Ref: 3323


	Directorate
	Chief Executive Office

	Section/Location
	Law and Governance

	Post Title
	Electoral Services Officer 

	Permanent/Temp
	Permanent

	Grade
	7 

	Responsible to
	Team Leader Electoral Services 

	Responsible for
	Temporary/casual staff

	Job Purpose

	To make arrangements for the production and maintenance of the Register of Electors and administration of the Local Government, Parliamentary, European Parliamentary, Mayoral Election and Referenda as part of the Democratic and Electoral Services Team.



	Job Content

Electoral Services

1. Electoral Services - Conduct of Elections

· To make arrangements for all work necessary to ensure the efficient and proper conduct of Council, Parliamentary, European Parliamentary and Mayoral Elections and Referenda including:

· To prepare election timetables

· To assist in the preparation of project plans 

· Liaison with election agents and candidates where required, including the provision of nomination documentation, candidates’ and agents guidance and notices.

· To ensure statutory notices and documents associated with an election e.g. Notice of Election, Notice of Poll, poll cards, postal ballot packs etc are printed and published in accordance with regulations. 

· To prepare data for the printing, of poll cards, postal ballot packs and ballot papers, and to assist in the validation and proofing of documents.

· To arrange for the hiring and payment of polling stations fit for the purpose and the provision of equipment necessary to enable the proper use of such polling stations.

· To arrange for the storage and delivery/collection of voting screens required for use at polling stations.

· Preparing ballot boxes and postal ballot boxes and the appropriate stationery. 

· To arrange for the preparation, checking and issue of all documents, stationery and equipment required for the opening of postal ballot papers and to advise all candidates/election agents accordingly.

· To issue all necessary forms, envelopes, counting sheets and other stationery required at the counting of the votes.

· To make arrangements after the close of the poll for sorting and storing equipment and stationery, making up packets of documents and ensuring their safe custody.

2. Electoral Services - Registration

To make arrangements for the preparation and publication of the Annual Register of Electors, monthly rolling registration procedures and absent voters, overseas electors and other special category electors lists in accordance with statutory procedures and deadlines including:

· The compilation and implementation of the timetable of proceedings for a registration canvass of all properties in the Borough including the recruitment, appointment and training of temporary staff, where necessary.



	· The input of all amendments to the Register of Electors, which are necessary as a result of the canvass and monthly rolling registration.

· To arrange for the preparation, printing, publication and distribution of the Register of Electors.

· To prepare, update and issue where necessary the Lists of Absent Voters, Proxies and Postal Proxies.

· The recording of declarations from service voters and overseas electors and the updating of such records.

· Co-ordination of the annual review of absent voter identifiers.

· To co-ordinate the four yearly reviews of polling districts and polling places in accordance with the Electoral Administration Act 2006 and assist with the preparation of the appropriate reports.

· Appointment, training, general supervision and payment of temporary/causal staff engaged in the annual canvass or elections.

3. General

· To develop and maintain effective working relationships with other service areas within the Council and with external organisations as appropriate and ensure the team are kept up to date by undertaking and giving necessary staff training.

· To manage the IDOX Electoral Administration, and Election systems including liaising with ICT in relation to system upgrades, monitoring and effectiveness of the system including system support and making recommendations, where appropriate.

· Completion of local and national performance indicators, statistical and financial returns.

· To assist the Manager Democratic and Electoral Services in setting standards of performance and reviewing service performance and delivery to be able to demonstrate the cost of effectiveness of the service and also monitoring in accordance with the Service Business Plan.



	· To deal with written and verbal enquires and provide advice on complex issues relating to the operation of the service.

· Provide assistance to visitors/telephone callers and ensure that they are dealt with in a professional and effective manner.

· To effectively contribute to the delivery of projects related to the development of the team.

· To keep up to date with new legislation, procedures and developments relating to the service area.

· To undertake any other duties commensurate with the post, skills, experience qualifications and/or as directed by the Manager Democratic and Electoral Services.



	

	Performance standards

	To be determined via the Personal Development Review process.

To meet the performance standards for registration and elections as published by the Electoral Commission.



	Working conditions

	Largely office based and flexi-time hours, the post holder will be required to work additional hours in connection with the annual canvass and elections.




PERSON SPECIFICATION
	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	Excellent customer service skills.

Highly developed and accurate verbal and written communication skills, with the ability to work and communicate effectively with people at all levels.

Ability to deal calmly with pressure and competing demands.

Ability to work on own initiative, identifying problems and offer potential solutions.

Ability to build productive working relationships.

Knowledge of Electoral law and procedures. Able to interpret complex legislation.

Good ICT skills.

Use of IDOX/other software for Electoral Registration and Elections or similar product.


	Excellent ICT skills.
	Interview

Application form

Interview

Application form

Interview
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Interview

Application form

Interview
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Interview
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	Qualifications and Training
	Degree/HNC standard or equivalent, or able to demonstrate an appropriate level of experience and ability.


	
	Certificates

Interview

Application form

	Experience
	Extensive knowledge of Electoral Services with at least 2 years practical experience of electoral registration and elections.

Experience of providing accurate advice on complex matters.


	Experience of effectively managing projects.
	Interview

Application form

Interview
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	Special Requirements
	Holds a full driving licence, or is able to make suitable alternative travel arrangements.

A personal commitment to continuous improvement.

A personal commitment to equality of opportunity.

The ability to work outside of normal working hours if required.

	
	Certificate/Licence
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