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ADVANCE \d7•
This form summarises the purpose of the job and lists its key tasks.ADVANCE \u7
•
It may be varied from time to time at the discretion of the Authority, in consultation with the postholder.
	Job Title: Electoral Services Officer


Division:  Legal & Democratic Services                                                         

Accountable to: Electoral Services Manager 


	JOB SUMMARY

	Responsible for the daily assessment and processing of all categories of electoral registration applications, the maintenance of a comprehensive property database and the recruitment of staff carrying out election and canvass duties. 

To advise on complex queries with regards to all aspects of elector franchise and distribute the Register of Electors. To assist with the conduct of boundary and governance reviews and provide a high level of support to the conduct of all types of election and the annual revision of the register of electors. 



	KEY TASKS

	Operational Responsibilities*
· To act as deputy to the Electoral Services Manager.
· Calculate costs and prepare invoices for the sale of the Register of Electors, both full and open and any marked absent voter lists or polling station registers.
· To provide administrative and technical support in the conduct of elections, referendums, statutory ballots and other polls, maintaining the staff database, encouraging new entrants, and assisting with the distribution of statutory election notices.
· Assist with bi annual statutory reviews of polling places by assessing the suitability of buildings for use as polling stations in accordance with Electoral Commission guidelines.
· Seek assistance with and apply solutions to IT problems, including software specifically used for electoral registration and elections management.
· Keep up to date with electoral developments by attending courses and conferences and regularly accessing the A.E.A website.
· Oversee the stock, ordering and purchase of electoral stationery and equipment, check receipt and create invoices for processing.
· Update and maintain properties and electors on the Electoral Register database accurately and promptly.

· Utilise knowledge of electoral registration law to process all categories of individual electoral registration applications in accordance with strict deadlines – considering statutory information required to constitute a complete application and entitlement to register (age, nationality, leave to remain).

· Ability to undertake local data matching, request evidence and handle sensitive information including National Insurance numbers, passport information and driving licence details to progress applications that could not be verified by the Department of Work and Pensions through the statutory exceptions process.
· Accurate scanning and processing of various electoral forms including Household Enquiry Forms, Invitation to Register forms, Change of Name forms, Query forms, Evidence Requests, Postal Vote applications, Proxy Vote applications and Postal Proxy forms.

· Undertake regular data mining against the Council Tax database to locate potential electors and encourage them to register to enhance the accuracy and completeness of the Register of Electors.
· Use understanding of Electoral software systems to accurately and efficiently input, maintain and retrieve data records.

· Utilise knowledge of electoral software system to produce the Register of Electors and monthly updates, altering the data as required and distributing them to a variety of recipients in the format requested.

· Assist in conducting the Annual Canvass of all households in accordance with statutory regulations. 
· Assisting with the recruitment of staff during Elections and the Annual Canvass, including collating payment details and ensuring compliance with entitlement to work under the Asylum and Immigration Act and act effectively at short notice to obtain emergency replacements.
· Assisting with the booking of venues to hold Elections and subsequent payments.
· To undertake any other duties as may be allocated by the Electoral Services Manager.


	Management /Supervisory Responsibilities

· To supervise the Electoral Services team in the absence of the Electoral Services Manager.


	Contacts

· Councillor’s, officers, local Members of Parliament, political parties and their representatives, candidates and agents, Government Departments, Electoral Commission, Association of Electoral Administrators, local community groups, members of the public, private companies.


	Communication
· Communicate effectively with the public, political agents, Councillors and MPs especially during the Election and Canvass period, which may include face to face, telephone, e-mail or letter.
· To respond to correspondence and enquiries relating to various aspects of the Service.



	Service Delivery
· Assist in promoting the service to underrepresented groups of electors.
· To assist in the delivery of a high quality electoral registration service.
· To meet any objectives identified on a personal level through the Personal Development Review process.
· Promote the Authority’s “here to help” ethos relating to core values and codes of behaviour.




The above list is not intended to be exhaustive but merely to indicate the work range and core job content of the post.  The list is not arranged in priority order.
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KEY CRITERIA
	
JOB REQUIREMENTS
	
F/I/O

	1.
Qualifications

	· Good standard of English and Maths.
· Achieved or willing to achieve the Association of Electoral Administrators Foundation Certificate in Electoral Administration.
	F/I
F/I

	2.
Job Specific


Skills &


Knowledge

	· Good understanding of Electoral Registration and Election procedures.
· Experience of Electoral Registration and Management Software.
· Experience of working in an Electoral Services Environment.
· Experience of working in a busy and pressurised environment.
· Ability to work on own initiative and as an effective team player.
· Ability to learn and adapt quickly to new procedures.
· High level of IT literacy and communication skills.
· Ability to plan and organise workload to meet Service area’s priorities. 

· Excellent customer services skills.
· Ability to work under pressure and to deadlines.
· Ability to work accurately and efficiently.
	F/I

F/I

F/I

F/I

F/I
F/I
F/I

F/I

F/I

F/I

F/I



	3.
Team Working

	· Ability to work as a team to achieve objectives and meet deadlines.
· Evidence of being able to undertake tasks as instructed.

· Enthusiastic and flexible approach to work.
· Willingness and ability to work evenings and weekends as required.

	F/I

F/I

F/I
F/I

	4.
Contacts


	· Experience of liaising with members of the public.

· Ability to relate to election candidates, members of political parties etc. with sensitivity and assertiveness at all times and especially in tense situations.

	F/I

F/I



	5.
Service Delivery

	· Assist in providing a high quality Electoral Registration Service.

· To meet any objectives identified on a personal level through the Personal Development Review process.
· To promote the Authority’s “here to help” ethos relating to core values and codes of behaviour.


	F/I

F/I

F/I



	6.
Communication


	· Pleasant and effective telephone manner.

· Ability to communicate effectively at all levels with members of the public, Councillors and officers of the Council.
	F/I

F/I
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