JOB DESCRIPTION
JOB SPECIFICATION

	JOB TITLE:
	Deputy Electoral Services Manager (FTC)

	DIRECTORATE:
	Service Delivery

	UNIT:
	Legal and Democratic Services

	GRADE:
	7

	RESPONSIBLE TO:
	Electoral Services Manager

	RESPONSIBLE FOR:
	Temporary canvass and elections staff.
Electoral Services team members in the absence of Electoral Services Manager



MAIN PURPOSE OF JOB:


1. To support the Electoral Services Manager in the effective delivery of electoral registration and elections, ensuring the integrity, accuracy and statutory compliance of the electoral register and associated processes.
2. To lead and coordinate the operational delivery of key electoral functions, including the annual canvass, in accordance with legislative requirements and Electoral Commission guidance.
3. To manage and deliver defined elements of the planning and administration of Parliamentary, Borough, County and Parish elections and referendums, including the implementation of legislative and procedural changes.
4. To provide professional advice and guidance on electoral registration and election administration to the Returning Officer, Elected Members, Council Officers, and other stakeholders, escalating complex or sensitive matters where appropriate.
5. To contribute to continuous service improvement by reviewing procedures, identifying efficiencies and supporting the development of best practice across electoral registration and election services.
6. To deputise for the Electoral Services Manager, and where appropriate the Electoral Registration Officer, during periods of absence, ensuring continuity of service delivery and statutory compliance.


MAIN DUTIES:  

1. Deputise for the Electoral Services Manager as required, providing operational leadership to the Electoral Services team and ensuring statutory functions continue to be delivered effectively
2. Liaise regularly with the Council’s GIS and relevant teams to ensure the property database is accurate, current and fully aligned with the Local Land and Property Gazetteer (LLPG) to support the maintenance of the electoral register.
3. Lead the operational delivery of the Annual Canvass, working closely with the Electoral Services Officer to ensure statutory deadlines are met and that all responses, enquiries and follow-up actions are completed accurately and efficiently.
4. Oversee the preparation, publication and monthly updating of the Register of Electors, ensuring compliance with legislation, data protection requirements and Electoral Commission guidance.
5. Resolve complex or non-standard electoral registration and absent voting cases escalated by officers, exercising professional judgement and ensuring decisions are properly recorded and defensible.
6. Supervise and coordinate temporary staff and contractors engaged on canvass and registration activities, including training, task allocation and quality assurance of work.
7. Ensure that enquiries and correspondence from members of the public relating to electoral registration are handled promptly, accurately and to agreed service standards.
8. Lead on defined elements of the operational planning and delivery of elections and referendums, including polling district arrangements, staffing, equipment, materials and logistics, under the direction of the Electoral Services Manager and Returning Officer.
9. Recruit, appoint and coordinate election staff, including presiding officers and poll clerks, ensuring appropriate guidance, instructions and training are provided in line with legislation, Electoral Commission guidance and local procedures.
10. Undertake regular reviews of polling places, election venues, equipment and processes, taking account of accessibility requirements, health and safety considerations, technological developments and voter experience.
11. Ensure election materials and equipment are maintained, stored securely and prepared for immediate deployment as required.
12. Provide professional advice and guidance on electoral matters to councillors, senior officers and other stakeholders, referring complex or sensitive issues to the Electoral Services Manager where appropriate.
13. Maintain a thorough and up-to-date working knowledge of electoral law, Electoral Registration Officer and Returning Officer performance standards, and emerging best practice, attending relevant training and professional events as required.
14. Contribute to the development, review and maintenance of operational policies, procedures and guidance notes, ensuring they reflect legislative changes and support consistent service delivery.
15. Work collaboratively with the Electoral Services Manager to support outreach and engagement activity aimed at improving registration and participation among under-represented groups.
16. Lead on ensuring electoral information held on council systems, including the council website, is accurate, accessible and fit for purpose for electors and stakeholders.
17. Support the Electoral Services Manager in identifying opportunities for service improvement, efficiency and innovation within electoral registration and election administration.
18. Safeguard children, young people and adults at risk and make referrals to the appropriate agency. To train and supervise staff to enable them to respond to the safeguarding needs of service users.

NOTES:

This list of duties is not exclusive or exhaustive and the post holder may be requested to perform other duties commensurate with their grade and capabilities.

This list of duties will be reviewed with the post holder on a regular basis. The post holder will be kept fully aware of emerging changes in requirements and will be expected to be flexible in their approach to work reflecting the Council’s requirement to work in partnership across the organisation.

PERSON SPECIFICATION

	Criteria
	Essential / Desirable
	Assessment
Application
Interview
Test
Documentation

	Qualifications & Training
	AEA certificate or diploma or equivalent.

Qualified to a minimum of A-Level standard or equivalent.

	E

E
	A/D

A/D

	Experience

	A minimum of two years’ experience in Electoral Services including acting without supervision on a range of electoral duties. 

Delivery of Borough/District wide projects and of the preparation of election project plans 

	E



E
	A/I



A/I

	Knowledge

	Knowledge of Political and Democratic context in which the Council operates

In-depth knowledge and understanding of the laws, regulations, procedures and guidance that apply to Electoral functions (including cross boundary issues in parliamentary elections) and experience of advising on compliance.

Up to date knowledge of the law and procedures relating to Community Governance Reviews

GDPR including Data Share Agreements, Privacy Notices, the role of the ICO within Electoral Services, Subject Access Requests and Freedom of Information Requests.

	E


E








E



E

	A/I


A/IT








A/IT



A/IT



	Competences
	Customer Focus
· Takes a customer service approach to service delivery
· Continuously exceeds customers’ expectations.

Outcome Driven
· Assesses and handles risk effectively
· Plans and prioritises workload in the department to meet statutory and organisational deadlines
· Manages resources effectively to achieve results.

Organisational Focus
· Works collegiately and corporately with colleagues, is outward looking and willing to work across organisational boundaries to get the right results for customers.
· Uses evidence and best practice to achieve results.

Problem Solving & Decision Making
· Takes ownership of problems 
· Demonstrates initiative and uses good judgment 
· Identifies potential problems, finds solutions and escalates appropriately
· Uses innovative solutions to service challenges.

Change & Adaptability
· Takes a positive attitude towards change
· Takes a positive approach to successfully managing change
· Encourages others to embrace and contribute to change
· Enables change to happen with minimal impact on service delivery.

	E





E







E







E








E
	A/I





A/I







A/I







A/I








A/I



	Skills & Abilities
	Communication
· Communicates effectively both orally and in writing with Councillors, Council Officers, political party representatives, Members of Parliament, the voluntary sector and the public on electoral matters.
· Liaises effectively with customers, colleagues, outside bodies and Councillors, in writing, by telephone and face to face
· Understands and is committed to Equal Opportunities and confidentiality.

Management
· Manages staff performance effectively
· Successfully manages projects.

Team Working
· Builds effective, supportive working relationships
· Demonstrates a flexible approach to work with the ability to contribute new initiatives and to handle changing situations.
· Contributes positively within a team environment
· Shares skills, experience and knowledge to develop other team members
· Learns and assists other team members
· Is self-motivated and works with limited day to day supervision.

Quality of Work
· Produces written work of a high quality with a good attention to detail
· Demonstrates accuracy and a systematic and thorough approach to record keeping, document control and producing statistics

IT/Technical Skills
· Uses all Microsoft Office systems to a good standard 
· Quickly grasps the use of specialised computer packages
· Operates technology effectively and appreciates the various applications in the electoral process and understands the implications of e-government.

Research & Analytical Skills
· Ability to accurately analyse complex information, including policy documents for electoral legislation.
· Assesses and investigates information inconsistencies for electoral and registration purposes.
· Demonstrates investigative and analytical skills.

	E














E




E













E







E









E
	A/I














A/I




A/I













A/I/T







A/I









A/I









	Other Requirements
	Driving license and access to a vehicle for work purposes.

Adheres to and implements the Council’s corporate Health & Safety policy.

Implements coping strategies to deal with the pressures associated with a high profile post particularly at times of peak workloads.  

Is available for evening and weekend work including extended periods of long and unsociable hours preceding elections.

Agrees to restrict leave during compilation of Register of Electors and at times of elections.

Presents a neat and tidy appearance.

	E


E


E



E



E



E
	A/D


A/I


A/I



A/I



A/I



A/I




COMPLEXITY AND CREATIVITY

The role operates within a complex and evolving legislative and regulatory framework, requiring a thorough understanding of electoral law, Electoral Commission guidance, and local procedures. The post-holder must support the adaptation of operational practices in response to legislative or procedural changes, working collaboratively with the Electoral Services Manager.
The post involves coordinating technically complex electoral processes, including electoral registration, the annual canvass, absent voting arrangements, and elements of election delivery, often under fixed statutory timescales and changing operational circumstances.
Creativity is required to contribute to the development and refinement of procedures, workflows, guidance notes, and systems, ensuring practical implementation of legislative change and operational efficiency. The post-holder supports improvement in service delivery, by enhancing accuracy, accessibility, and resilience within agreed policies and frameworks.
The role requires managing multiple interrelated activities, adjusting operational arrangements to meet statutory requirements, and ensuring the delivery of electoral services in an effective and coordinated manner.

JUDGEMENT AND DECISIONS

The post-holder exercises professional judgement in applying electoral legislation, guidance, and local procedures to a range of operational situations. Decisions cover day-to-day electoral registration, absent voting, canvass activities, and the coordination of polling venues, staff, and equipment, ensuring statutory deadlines, service standards, accessibility, and health & safety requirements are met.
The role frequently requires working on own initiative to prioritise tasks, manage temporary staff, and allocate resources effectively, balancing multiple operational demands under tight timescales.
Operational decisions can be highly visible to the public, so the post-holder must ensure actions are accurate, compliant, and defensible. Sensitive, legally complex, or precedent-setting matters are escalated to the Electoral Services Manager, as appropriate.

CONTACTS (INTERNAL 40% EXTERNAL 60%)

INTERNAL: Electoral Registration Officer/Returning Officer, Heads of Service, Department Managers, Print Services, Finance, Payroll, GIS, IDS, Councillors, Corporate Communications.

EXTERNAL: Members of the Public, Member of Parliament and their constituency office, Registered Political Parties, Election candidates and their agents, Town and Parish Councils, Managers of outside venues, Election Stationery Printing Companies, IDOX Software Systems, Local Authorities, Central Government Departments/Agencies (MHCLG/ Cabinet Office/ECU), Local Government Boundaries Commission for England, Electoral Commission, The Association of Electoral Administrators.
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