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Job Description

Job Title:		Senior Electoral Services Officer		

Pay Grade:		W4	

Directorate:		Corporate Resources	

Team:			Democratic & Legal Services	

Reporting to:	Electoral Services Manager 	

Budgetary Responsibilities:	N/A

Job Purpose:

To support the Electoral Services Manager in the delivery of an efficient electoral service which complies with electoral legislation to meet the performance standards set by the Electoral Commission for electoral registrations and elections.

To provide assistance with all aspects of organising Referendums, UK Parliamentary, County Council, Borough Council and Police and Crime Commissioner elections and by-elections.

To assist in the compilation, maintenance and publication of the Register of Electors under Individual Electoral Registration and to undertake other related administrative duties as required.

Main Tasks:

1. Assist with the maintenance and publication of an accurate electoral register, including the administration of absent voters. 

2. To oversee the administration of postal vote applications and lead on the requirement for electors to re-apply or refresh their absent vote arrangements. 

3. Prepare and publish the Register of Electors monthly alterations within the statutory legal frameworks, ensuring relevant documentation is sent securely to political parties and external organisations as required.

4. To oversee the supply of registers and calculate costs in accordance with prescribed fees.
5. To check, process, validate and review all, Service, Overseas, Anonymous and other special category elector applications.

6. To support the Electoral Services Manager in the planning and organisation of the annual canvass. Assist with the appointment, training and supervision of temporary staff employed for electoral registration.

7. Assist in the organisation of all Parliamentary, County Council and Borough Council elections and all referenda to include the management of timetables, publication of official notices, polling station arrangements, polling station paperwork, staffing, issuing and opening of postal votes, delivery and collection equipment and the conduct of the count.

8. Assist with the appointment, training and supervision of temporary staff employed for elections.

9. Act as an administrator for the electoral registration and election computer system, liaising with ICT and external suppliers to ensure effective operation/updates.

10. Deal with more complex/sensitive queries from members of the public and other stakeholders. 

11. Review office procedures and systems and keep informed of new legislation and changes to best practice to ensure the proper conduct of electoral registration and elections. 

12. To support the Electoral Services Manager in the planning and administration of the statutory review of constituency, ward and polling district boundaries and the review of polling places to ensure they are fit for purpose and accessible to all. Assist with the implementation of any changes affecting the electoral register.

13. Promote participation in the democratic process, including Local Democracy Week. Attend events and make presentations to schools, local organisations and community groups with a view to helping electors and potential electors to understand the procedures for registration and voting.

14. To organise and develop outreach initiatives to increase public awareness of electoral registration, particularly in under-represented groups.

15. To assist with office procedures and new ideas to encourage voter 
registration.

16. Assist with the other administrative duties of the Section, (providing cover for annual leave etc) and other such other duties as may reasonably be required from time to time by the Electoral Services Manager. 

17. To deputise in the absence of the Electoral Services Manager as and when required in respect of electoral matters.


People Management:		N/A

Service Management:		N/A

Financial Responsibility:		N/A

Other Responsibilities:		

· To undertake other duties which may arise or as may be delegated from time to time, commensurate with the skills required for this post.


Politically Restricted Post 
Under the Local Democracy, Economic Development and Construction Act 2009, this post is politically restricted and you will be disqualified from being a Councillor, Member of Parliament or Member of the European Parliament. The regulations restrict the post holder from undertaking canvassing on behalf of a political party or a person who is or seeks to be a candidate or speaking to the public at large or publishing any written or artistic work that could give the impression that they are advocating support for a political party.


Person Specification
Key:
E = Essential, D = Desirable, 
A = Application Form, I = Interview, P = Presentation

Please list as required.

	 Criteria
	 Standard

	E/D
	Measure

	Education & training
	· Further Education (A levels or equivalent) 
· Degree 
· Certificate in Electoral Administration
· Knowledge of Electoral Law 
	E

D
E
E
	A

A
A
A

	Experience
	· Knowledge and experience of administering elections  
· Knowledge of Individual Registration  
· Knowledge of Xpress  
· Engaging with members of the public.
· Experience of delivering high quality customer focussed services, managing and prioritising high volumes of work and performing well under pressure to meet statutory deadlines
· Experience of providing expert advice, guidance and training to temporary staff
· Experience of working in a political environment and demonstrating impartiality
	E

E
D
E
E



E

D
	A

A
A
A/I
A/I



A/I

A/I

	Special Requirements
	· Excellent communications skills, with both internal contacts and with members of the public – written/oral  
· Excellent ICT skills  
· Produce accurate work with an eye for detail.  
· Ability to prioritise and organise work with minimal supervision, as well as part of a team, often to statutory deadlines.  
· Numerate.  
· Computer literate with working knowledge of Microsoft Word, Excel and PowerPoint.  
· Use and analysis of statistics.
· Ability to work under pressure and to statutory deadlines      
· Politically impartial and discreet 
· Ability to work flexibly, particularly at election time. 
· Full driving licence.    
	E


E
E

E

E
E


E
E
E
E

E
	A/I


A/I
A/I

A/I

A
A


A
A
I
I

A/I






Candidate Screening

	Does Rehabilitation of Offenders Act 1974 apply?
	Yes
	Disclosure and Barring Service check required?
	Yes
	If yes, what level?
	Basic
	Is this a Politically Restricted Post?
	Yes
	Does this role have emergency responsibilities?
	No	Choose an item. 





Role Map

	Behaviour
	Level Required (1-4)

	Shaping our Future
	2

	Leading our People
	1

	Delivering for our Customers
	2

	Making Change Happen
	2

	Team and Partnership Working
	2

	Communicating Openly
	2

	Performance Management
	2



Please refer to the Council’s Behavioural Framework for examples and indicators of the expected behaviour required at each level (this will be attached as a document to each job advert).
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