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Job Description

Job Title:

Electoral Services Officer
Salary Grade:
6
SCP:


22 - 25
Job Family:

Organisational Support
Job Profile:

OS3
Directorate:

Corporate Services
Job Ref No:

Work Environment:

Reports to:


Senior Manager – Electoral Services
Number of Reports:          Staff as allocated
Purpose:
Assist in the preparation and maintenance of the Register of Electors and to assist with the organisation and conduct of elections.
Key Responsibilities:
· Assist with the organisation and conduct of all types of elections and referendums held in the City.

· Assist with the organisation and conduct of the annual canvass and the publication of the revised Register of Electors.

· Under the direction of the Senior Manager – Electoral Services, recruit, supervise, train, performance monitor and pay temporary electoral canvassers.
· Update the Register of Electors, involving direct input of data from returned registration forms.  Provide training and guidance to temporary staff allocated to this function.

· Maintain the records of special category electors, including declaration electors and European electors and deal with day to day correspondence.
· Maintain records of absent voters and deal with day to day correspondence.
· Maintain and update properties on the Register of Electors including new developments.
· Publication and maintenance of the revised Register of Electors, including IER procedures and monthly updates in accordance with the statutory deadlines.
· Contribute to the Electoral Services engagement strategy including initiatives aimed at promoting electoral awareness and participation amongst all groups in the community to maximise registration.
· Under the direction of the Senior Manager – Electoral Services maintain, develop and update the Council Electoral Services web pages.

· Update databases maintained by the Service and respond to any queries, for example the AEA Database

· Process and create invoices for the service area.
· Undertake such other work as may be determined from time to time, up to or at a level consistent with the duties and responsibilities of the job.

· A commitment to continuous improvement.

· To promote and champion a positive organisation wide culture that reflects the Council’s values.

Other Duties :

· The post holder must carry out their duties with full regard to the Council’s Equal Opportunities Policy, Code of Conduct and all other Council Policies.

· The post holder must comply with the Council’s Health and safety rules and regulations and with Health and safety legislation.

· The post holder must act in compliance with data protection principles in respecting the privacy of personal information held by the Council.

· The post holder must comply with the principles of the Freedom of Information Act 2000 in relation to the management of Council records and information. 

· To comply with the principles and requirements of the Data Protection Act 2018 and GDPR in relation to the management of Council records and information, and respect the privacy of personal information held by the Council 

