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	Post Title
	Electoral Services Officer

	JE Reference 
	X28
	Grade 
	F

	SCP Range
	23-25




Reporting line:




Job Purpose:

Electoral Services is responsible for reviewing all legislation and guidance relating to electoral processes, systems and standards to ensure compliance with legislation.

The Electoral Services Officer is responsible for the co-ordination and administration of services associated with electoral registration and processes associated with any local, national or European election or referendum within the Borough.
Relationships:

Accountable to: 
Electoral Services Manager

Accountable for: 

Canvassers
General Contacts: 
Government Departments, Public and Private Organisations, Members of the Public, Members of the Public, Senior Officers, Elected Members and working relationships with Election Candidates and their Agents.
Key duties and responsibilities:

1. To review and process the following in accordance with the law:

· Applications for inclusion on, or removal from the electoral register, including those from overseas electors, service voters, anonymous electors and other types of elector
· Applications to vote by post or proxy

· Applications for voter authority certificates
· Requests for copies of the full and edited register.

2. To oversee the monthly rolling registration process using the Civica Electoral Management Software, in accordance with the law.  This includes the distribution of updates to those who have a duty to receive them. 
3. To Co-ordinate the annual canvass of electors to ensure that all requirements are fulfilled ahead of the statutory deadline to publish the revised register. This includes: 

· Development of a timetable which adheres to statutory requirements
· Liaison with third party print suppliers to ensure materials are compliant with the law and orders can be fulfilled in accordance with the timetable.
· Recruitment and payment of casual canvass staff
4. To provide support to the Electoral Services Manager in project managing all aspects of Local, Parliamentary, Police and Crime Commissioner and Combined Authority Mayoral Elections and other any other Referenda. 

5. To manage all aspects of Parish/Town Council by-elections.
6. To produce and maintain documents and reports containing information relating to wards, polling districts, parishes, parish wards, constituencies and electors to meet the needs of the Returning Officer.
7. To routinely work with other council departments to ensure that the electoral register remains accurate and up to date, ensuring that property records are maintained, new residents are identified and actively encouraged to register, and deceased electors are promptly removed from the electoral register.

8. To co-ordinate and oversee general office duties, which includes

· Responding to phone calls, emails and letters 
· Scanning and photocopying documents
· Printing and posting statutory letters
· Monitoring Government Portals

· Invoicing 


9. To routinely answer queries from members of the public, elected members, MP’s, the Electoral Commission and other relevant bodies surrounding electoral registration or elections, maintaining diplomacy throughout and ensuring that the provision of any information is done in accordance with the law.
10. To process requests for supply and purchase of the electoral register, absent voters list, marked registers etc. ensuring that requests made comply with the law and that all data is securely provided.  
11. To support the Electoral Services Manager in the administration of electoral boundary reviews and reviews of polling places and stations.
12. To provide support to the Electoral Services Manager in maintaining and implementing an effective public engagement strategy to ensure the performance standards of the ERO are being met.
13. To maintain awareness of upcoming legislative changes and play a key role in the implementation of these.

General/Corporate Responsibilities:

1. To undertake such duties as may be commensurate with the seniority of the post

2. To ensure that the Council’s corporate Health & Safety policy is followed and training is undertaken in all pertinent health and safety procedures

3. To partake in the Council’s and Directorate’s staff training and development policies

4. To treat all information gathered for the Council and Directorate, either electronically or manually, in a confidential manner

5. All employees are required to demonstrate a commitment when carrying out their duties which promotes and values diversity and the equality of opportunity in relation to employees and service users which is in line with the Council’s Equality & Diversity Policy.
6. To be responsible for identifying and managing all risks associated with the job role through effective application of internal controls and risk assessments to support the achievement of Corporate and Service objectives.
7. To ensure the highest standards of customer care are met at all times.
8. To ensure the principles of Value for Money in service delivery is fundamental in all aspects of involvement with internal and external customers.
9. To participate in the Council’s system of performance appraisal.
10. To ensure that the highest standards of data quality are achieved and maintained for the collection, management and use of data.
11. To positively promote the welfare of children, young people, and vulnerable adults and ensure that it is recognised that Safeguarding is everyone's responsibility; and to engage in appropriate training and development opportunities which enhance an individual’s knowledge and skill in responding to children, young people and vulnerable adults who may be in need of safeguarding.
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 PERSON SPECIFICATION

	POST TITLE
	GRADE

	Electoral Services Officer
	F


	NOTE TO APPLICANTS

Whilst all points on the specification are important, those listed in the essential column are the key requirements.  You should pay particular attention to those points and provide evidence of meeting them. Failure to do so may mean that you will not be invited for interview.


	CRITERIA
	NECESSARY REQUIREMENTS
	* M.O.A.

	
	Essential
	Desirable
	

	EXPERIENCE
	· Experience of office administration within a local government setting including maintaining effective office systems 
· General understanding and knowledge of working practices of electoral services 

· Experience of using specialist computer software  

· Experience of strategic planning and the development of project timetables
	·  To have experience at a senior level of a large organisation.
· Experience of office administration within an electoral services setting. 

· Experience of using Civica Xpress
	A, I

	SKILLS AND ABILITIES
	· Proven organisational skills with good attention to detail and the ability to prioritise own workload 

· Ability to develop, influence and implement systems and procedures to improve working practices

· Motivated self-starter with an ability to work using a high degree of personal initiative. 
· Excellent oral and written communication skills to engage effectively with Senior Managers, Elected Members and representatives of external organisations.
· Ability to manage multiple tasks and work in a methodical way. 
· Excellent time management skills, with the ability to respond to changing demands to meet tight deadlines. 
· Ability to work as part of a team, developing and promoting productive working relationships. 
· Ability to handle restricted, confidential and high-profile information in order to deal with confidential issues in a discreet and tactful manner.
· Proven customer service skills which demonstrate the ability to adapt the level and detail of conversation to the needs and requirements of individuals  

· Ability to develop and maintain good relationships with a broad range of contacts.
· Computer literate with excellent PC skills, including Word, Excel, PowerPoint and Outlook.
	
	A, I

	EDUCATION/ QUALIFICATIONS/ KNOWLEDGE
	· Hold relevant professional qualifications to degree level/equivalent or relevant experience
· Knowledge of electoral law, legislative requirements and their implications.
· Commitment to training and development associated with electoral processes.
	· AEA Certificate in Electoral Administration
	A, I, C

	OTHER REQUIREMENTS
	· Flexible approach to work by responding to the needs of the services including, at times, requirements to work beyond normal working hours

· Commitment to own continuous personal and professional development

· Strong team player, committed to an ethos of continuous improvement

· Insert additional requirements that relate to this post   


	· Able to meet the travel requirements of the post
· Evidence of own continuous personal and professional development


	A, I, C 

	COMMITMENT TO EQUAL OPPORTUNITIES
	· Commitment to equal opportunities and the ability to recognise the needs of different service users


	· Evidence of having completed training in equality and diversity awareness
	A,I 

	COMMITMENT TO SERVICE DELIVERY/ CUSTOMER CARE
	· Commitment to provide a customer-focussed service 


	· Evidence of surpassing customer expectations or service targets / goals
	A,I 


METHOD OF ASSESSMENT: (*M.O.A.)

A = APPLICATION FORM   C = CERTIFICATE   E = EXERCISE   I = INTERVIEW   P = PRESENTATION   T = TEST   AC = ASSESSMENT CENTRE

R = REFERENCE
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