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Electoral Services Administration Officer 
Job Description and Person Specification

	
Directorate:
	Governance & Communities
	Service:
	Electoral and Mayoralty Services

	Responsible to:
	Electoral Services & Mayoralty Manager / Senior Electoral Services Officer
	Responsible for:
	N/A

	Grade:
	5

	Location:
	Civic Centre, Breck Road, Poulton-le-Fylde, FY6 7PU

	

	Job Purpose:

	
To assist with the planning of all electoral events in the borough including, but not limited to: 

· District and Parish Council elections - 4 yearly cycle
· County Council elections - 4 yearly cycle
· Parliamentary elections - 5 yearly cycle
· Police and Crime Commissioner elections - 4 yearly cycle
· National Referenda as required
· Neighbourhood Planning Referenda as required
· Community Governance Reviews as required
· By-elections as required

To assist with the annual canvass for the register of electors in accordance with legislative requirements for publication of the register of electors.

To assist with all mayoral and civic responsibilities.


	Key Tasks & Responsibilities:

	Register of electors
To speak to and correspond with residents of the borough regarding their register to vote and absent vote applications and determining them in accordance with current legislation. These will be received in both paper and electronic form and will require appropriate information to be recorded in the electoral management software in compliance with Data Protection Legislation.

Assist with the appointment and payment of electoral registration canvassers as directed by the Election Officers.

Assist with the annual renewal of postal votes as set out in law, involving the creation and transmission of data files to the printer as well as processing returns.

Under the guidance of the Senior Electoral Services Officer, follow the prescribed process for renewal of special category electors (overseas electors, service voters, anonymous electors) ensuring they remain able to take part in the democratic process.

To process and determine applications to register to vote and maintain the accuracy and completeness of the register of electors in accordance with current legislation.

To process and determine applications for voter authority certificates in accordance with current legislation.

To take part in electoral promotional activities as required by the Electoral Registration Officer, including acting as an encouragement officer to register those who are entitled to be registered but who are not yet registered.
Elections
To act as Deputy Returning Officer with limited powers as directed when appointed by the Returning Officer for each election franchise.

To deliver all tasks required for the preparation for and delivery of an election including staffing, polling stations, election day and the count.
General / Other
To assist the Senior Electoral Services Officer with the day-to-day running of all mayoral and civic activities including, but not limited to, managing the Chauffeur service bookings, managing the diary of Mayoral engagements and liaising with applicants inviting the Mayor to engagements. Supporting the organisation and delivery of Remembrance Sunday parades and services, flag raising ceremonies and the annual Council/Mayor making event.
To maintain the Council’s intranet and internet pages insofar as they relate to Elections and Electoral Registration, posting and removing statutory notices in accordance with legislation.

To attend training courses organised in-house or externally as appropriate to the various functions of the post.

To assist the Senior Electoral Services Officer with administration duties in respect of the Armed Forces.

To provide support to the Democratic Services Team on an ad-hoc basis assisting with Council proceedings tasks such as preparing agenda’s, attending meetings and producing accurate minutes and action logs for regulatory committees and other formal meetings as appropriate.
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	The postholder will be expected:-
· To adopt a flexible approach to changing patterns of work and undertake such other duties as are consistent with the job purpose and grade of post.
· To promote best practice in meeting the requirements of Health and Safety legislation and Council policy, and comply with other relevant statutory legislation.
· To carry out duties in accordance with the Council’s policy on equality and diversity.
· To accept that everyone has a right to their distinct identity, treating everyone with dignity and respect and ensuring that what our customers tell us is valued by reporting it back into the organisation.
· To provide quality services that are what our customers want and need, giving customers the opportunity to comment or complain if they need to, working with them to identify what needs to be done to meet their needs and informing managers about what customers say in relation to the services delivered.
· To develop oneself and others making every effort to access development opportunities and contribute effectively by participating in the Council’s performance management scheme.
· To be responsible for data quality.
· To demonstrate a high standard of probity in the use of council resources and where a nominated budget holder manage spending within available resources.


	SKILLS
	ESSENTIAL /
DESIRABLE
	ASSESSMENT METHOD


	5 GCSE’s to grade 4 or above (A-C) including English and Maths
	ESSENTIAL
	Application/Interview

	Use of computers, particularly Microsoft Office software packages
	ESSENTIAL
	Application/Interview/Test

	Ability to use initiative and work with minimum supervision

	ESSENTIAL
	Application/Interview

	Excellent interpersonal skills to deal tactfully but confidently with electors, elected members, election candidates and their agents, showing a high level of political neutrality

	ESSENTIAL
	Application/Interview

	Experience of working in a clerical setting with the ability to produce and transmit data accurately with an understanding of the need for quality and security control in data handling

	ESSENTIAL
	Application/Interview/Test

	Use of electoral management software

	DESIRABLE
	Application/Interview

	Knowledge of electoral legislation procedures and the Council’s statutory responsibilities in delivering electoral services

	DESIRABLE
	Application/Interview

	EXPERIENCE
	ESSENTIAL /
    DESIRABLE
	ASSESSMENT METHOD


	Experience of using Microsoft Office Software, in particular Word, Excel, TEAMS, Office 365
	ESSENTIAL
	Application/Interview

	Previous experience of working in a Local Government / Electoral Services environment 

	    DESIRABLE
	Application/Interview

	ADDITIONAL REQUIREMENTS
	ESSENTIAL /
    DESIRABLE
	ASSESSMENT METHOD


	Demonstrate commitment to equal opportunities together with a clear appreciation of equalities issues
	ESSENTIAL
	Application/Interview

	Deliver a regular and reliable service

	ESSENTIAL
	Application/Interview

	Demonstrate behaviours that support our values

	ESSENTIAL
	Application/Interview

	Be able to work unsocial hours during busy election periods

	ESSENTIAL
	Application/Interview

	Experience of handling, storing and processing personal (sensitive) data in line with General Data Protection Regulation (GDPR) legislation.
	DESIRABLE
	Application / Interview

	Our Values are key to delivering our vision, plans and strategies.
All Behaviours listed are essential to the post.
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	Professional

	Innovative
	Collaborative
	Customer focused

	In being professional 
we…
	In being innovative 
we…
	In being collaborative we…
	In being customer focused we…

	• Have pride in how we represent the council
• Treat people with respect and consideration
• Are conscientious and carry out our work to a high standard 
• Carry out our work activities in an honest and ethical manner

	• Proactively embrace change and learn from our mistakes
• Challenge and constructively question existing processes
• Make best use of our resources to provide excellent services
• Encourage creative thinking with colleagues and peers
	• Communicate effectively with colleagues and stakeholders 
• Develop productive relationships and achieve the best results
• Recognise and embrace the knowledge and skills of others.
• Embrace the concept of one team one council and all work together

	• Strive to provide excellent services
•	Understand our customers’ needs and consider things from their perspective
•	Effectively communicate and manage expectations
• Actively seek ways to maximise customer satisfaction

	Special Conditions:  (e.g. Weekend work, shift allowance, car/mileage allowance)

	· Politically restricted post in accordance with the Local Government and Housing Act 1989
· Casual car user allowance. Casual Car User’s will be paid at the middle band. You will be required to provide your own means of transport.
· Flexibility to work unsocial hours (evenings & weekends) is required during busy election  periods. 
· The council operates a strict non-smoking policy.

	
Prepared by: Joanne Billington

	
Date: 

	
Post Holder Signature: 

	
Date: 
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