JOB DESCRIPTION

JOB TITLE:

Electoral Services Officer                POST NO: DC0402
GRADE:               
4/5
HOURS:

29.5 hour - Awaiting permission to increase to 37 hours (there will also be a requirement to work additional hours during election periods and potentially during other peak workload periods such as the annual canvass on a flexible basis, in liaison with the line manager). 
SERVICE:            
Chief Executive
REPORTS TO:     
Senior Electoral Services Officer and Head of Electoral Services 
General description of role

Assist with electoral registration procedures and the administration of elections. At times, working independently without supervision, the postholder will be solely responsible for the accuracy and correctness of the information they impart.

The postholder will need an understanding of the legislative context of electoral administration and therefore will hold, or will be working towards, the Foundation Course in Electoral Administration provided by the AEA. 
The postholder will represent both the Council and the democratic process itself, and therefore will be required to act with professionalism, integrity and honesty at all times.
Main Responsibilities

1. Undertake the technical duties associated with the registration of electors, administration of absent voting arrangements, overseas electors using the new online ERO Portal. This includes assessing the applications that have been submitted and liaising with the electors when the applications are incomplete or incorrect.

2. Liaise with and upload data to the VRO’s tablets for canvass and household visit activities. 
3. Process applications to register to vote, change of name forms, household enquiry forms, and all other statutory electoral registration documents in accordance with legislation to enable people to register to vote.

4. Deal with enquiries from the public, elected representatives, political parties and others relating to electoral procedures, in person, by telephone and e-mail; ensuring that the information given is correct, complete and up-to-date so as not to jeopardise the electoral process.

5. Assist with the administration of elections, including dealing with enquiries relating to absent voting and the inputting of details into the computer system.

6. Produce standard letters, including updating the templates, forms and reports from the computer system, as required, and send over to the Print room for despatch via Royal Mail, liaising with Print Room over the type of printing and postage.
7. Prepare elections paperwork and materials. 

8. Prepare canvass paperwork and materials.
9. Assist with the development of documentation, guidelines and procedure notes for routine work in the Electoral Services office. 
10. Support the Senior Electoral Services Officer as appropriate.
11. Support the head of the Electoral Services team with the additional duties of that role.
12. Help manage and organise the work of the Voter Registration Officer 
13. Any other duties which may be required.

Other Factors

This job description is produced as a working document to identify the main areas of responsibility of the post. It is not intended to be a definitive statement of the duties of the post, nor specifically to exclude any task or range of duties which the postholder might reasonably be required to undertake.    

