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Employing council: Newham



	Job Title
	Electoral Services officer

	Grade
	Newham S01

	Location
	East Ham Town Hall. The post holder must be flexible and work across council sites


	Accountable to
	Principal Electoral Services Officer

	Line management responsibility for
	85 Temporary canvass staff.  600 temporary election staff

	Job Purpose:
	· To provide high-level assistance and administrative support to the Electoral Registration Officer (ERO) in the preparation, compilation and maintenance of a complete and accurate Register of Electors.
· To provide high-level assistance and administrative support to the Returning Officer (RO) in the organisation and good conduct of all elections and referendums in the borough.
· To play an integral role in ensuring the service meets the Electoral Commission’s performance standards for ERO’s and RO’s.
· To deal with the public on a daily basis in a way that promotes the section and its services in accordance with the Council’s corporate policies.

	Specific Responsibilities
	1. Working with the Head of Service to assist with and support the preparation of the annual voter registration campaigns and revised Register of Electors.

2. Working with the Head of Service to assist with and support the organisation and conduct of all elections for which the borough is responsible.
3. Undertaking senior administrative duties relating to statutory electoral duties which are the responsibility of the Electoral Registration Officer, Returning Officer and the Council and providing administrative support to the Head of Electoral Services.

4. To work in partnership with other council departments to gain access to other council held records in order to both maximise the numbers and accuracy of the register of electors as per Section 35 of the Representation of the People Regulations 2001.
5. To lead on and promote the registration of the list of Special Category electors including all service voters, overseas electors, declaration electors and those who fall within the anonymous registration criteria.
6. To deal with the public on a daily basis in a way that promotes the section and its services in accordance with the Councils vision and values.

7. Dealing with enquiries from members of the public, Councillors and staff from other sections / departments both in person at the public reception and by the telephone including answering basic written enquiries addressed to the section

8. To undertake extensive data entry duties using the Election Management System, other council held records and word Specific Responsibilities processing and other relevant software packages.

9. On behalf of the Section, to publish and distribute data copies of the monthly list of alterations during the rolling registration periods including all additions, deletions and amendments.

10. To organise the production and posting of various letters/emails/queries as required under Individual Electoral Registration.

11. To sort, scan and input of data from returned HEFs and ITRs and send out reminders and queries resulting from these returns.
12. To sort, scan and input of data from applications related to the production of the Postal Voters Lists, Proxy Voters Lists and Postal Proxy Voters Lists and associated stationery and the coding of the relevant application.
13. Monitoring and ordering of stationery and equipment necessary to produce the register and to run elections in accordance with the Council’s procurement processes.

14. Responsible for the processing of invoices on the Council’s financial system.

15. To assist in maintaining compliance with the provisions of the Data Protection Act so far as it relates to the post holder’s activities and of those persons under their supervision at any time.

16. To organise the distribution of copies of the Register of Electors (including Monthly Alterations Lists) to all those entitled to receive copies in accordance with legislation.
17. To support and assist in any out-reach work or specific projects undertaken by the service or the council to promote electoral registration or participation in elections.

18. To undertake other duties commensurate to the grade of the post.



	General
	· OneSource is committed to and champions equality and diversity in all aspects of employment and service provision. All employees are expected to understand and promote this approach in their work.

· Adherence to Health and Safety requirements and proper risk management is required from all employees in so far as is relevant to their role. All employees are expected to understand and promote good health and safety practices and manage risks appropriately
· Deal with any Safeguarding issues that might arise, in line with the Council’s policies and procedures. 
· Comply with Health and Safety Regulations associated with your employment.

· Be aware of the council’s responsibilities under the Data Protection Act 1984 for the security, accuracy and relevance of all personal data held on such systems and ensure that all processes comply with this.

· To treat all information acquired through your employment, both formally and informally, in strict confidence. 


Newham - Person Specification

The criteria listed in this Person Specification are all essential to the job.  Where the Method of Assessment is stated to be the Application Form, your application needs to demonstrate clearly and concisely how you meet each of the criteria, even if other methods of assessment are also shown.  If you do not address these criteria fully, or if we do not consider that you meet them, you will not be shortlisted.  Please give specific examples wherever possible.

	
	Criteria
	Method of assessment

	Able to demonstrate and evidence a highly developed competence in:
	· Ability to input data in a timely and accurate manner

· Ability to work on own initiative with occasional supervision.

· Experience of using Electoral Registration software.
· Experience of office procedures in a busy, responsive, administrative environment. 

· Understanding of Electoral Registration procedures.

· Ability to demonstrate a clear and helpful manner in dealing with members of the public and other members of staff.

· A sufficient level of literacy and numeracy to enable duties to be carried out accurately to an acceptable standard.

· Ability to communicate effectively, in writing and in person, with other officers and members of the public.
· Ability to produce and analysis data from an electoral software system.
· Ability to implement new office procedures required by changes in electoral legislation.

· Ability to supervise staff and control the organisation of their work.

· Ability to carry out duties with the minimum of supervision.  
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	Able to demonstrate and evidence

Knowledge and experience in
	· A minimum of two years’ experience working in Electoral Services.
· Must have completed the Association of Electoral Administrators’ Foundation Course.
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	Behaviours and personal qualities
	· Willingness to develop and learn and to share learning with staff.
· Excellent customer service skills ensuring that needs are met courteously and respectfully

· Enthusiastic approach to service delivery

	Application/Interview

Application/Interview 

Application/Interview




Page 1 of 4

