PERSON SPECIFICATION
JOB TITLE: 	Senior Electoral Services Officer 
SERVICE:	Electoral Services
	
	ESSENTIAL  
	DESIRABLE

	Educational ability
	Secondary education to GCSE standard grade A*–C (or equivalent) in English.
	

	Vocational qualifications
	Prepared to undertake training on electoral duties, including working unsociable hours during busy election periods as the service may require
	

	Knowledge
	A good standard of literacy and the ability to record accurately information from voter registration forms.
	

	Experience
	Working to established routines and procedures.
Commitment to customer care and treating people with respect and politeness.
	Previous working experience of electoral processes.

	Personal skills
	Good oral communication skills.
Able to organise own work to meet tight deadlines in a very busy office environment.
Ability to work additional hours during an election period and at other times as required.
Strong IT skills, and willingness to learn the functional use of the electoral registration software.
Ability to manage ESO and VRO’s and their workload.
Confidence and ability to deputise for Head of Electoral Services in their absence.
	

	Attitude
	Conscientious.
Confidence in dealing with the public, members and management team.
	

	Other
	Must not hold a political post in the area in which they are appointed.
Must undergo Disclosure Basic check at appointment.
	



