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1.       To provide the Electoral Services Manager with high quality


administrative  and supervisory  support as appropriate,  in relation to administrative  staff, the canvassing  team and casual staff and





General





MAIN ACTIVITIES





deliver efficient and high quality services to the authority, Electoral


Registration Officer and Returning Officer,  organising the full range of activities associated with the administration  of individual electoral registration and elections.





for the Electoral Services Manager to





To directly support and deputise





PURPOSE OF JOB





Councillors;  Staff of the City


Council, General Public, Government  Departments,


other Local Authorities;  Political


Parties and the Electoral


Commission





LIAISON WITH





Electoral Services Assistants,


Canvassing Team,  Postal Vote Supervisor &Temporary Electoral Services Staff





SUPERVISORY


RESPONSIBILITY  FOR





Electoral Services Manager &


Deputy Returning Officer





TO





RESPONSIBLE





Electoral Services





UNIT





Democratic & Civic Support





DIRECTORATE





2448





POST NO





Grade 8





GRADE





Senior Electoral Services


Officer





DESIGNATION





Description





Job





Elections
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14. To be responsible  for the administration  and operation of IT


requirements  for the section  and to liaise  with the Electoral


Registration  software provider,  as necessary.





13. To assist with all aspects  in relation  to Boundary  Reviews.





12.  To liaise with Royal Mail concerning deliveries  and collections,  to


be familiar with all contractual  obligations.





11. To be familiar  with the main aspects  of electoral law, keeping up


to date with new legislation as necessary.





10. To recruit, organise and train up to 30 casual  staff, to


carry out the door to door canvass process and to manage year


round canvassing from a bank of staff.





9.   To supervise the postal  and proxy vote application  procedure,


keeping accurate public records.





\





8.   To advise the general public and Councillors  on procedures


relating to Electoral  registration and elections and deal with all enquiries concerning  its structure  and content.





·To  prepare,  and deliver all administrative  aspects  relating to


Electoral Commission  Performance Standards,  including


evidence,  as directed by the ESM.





7.





To support the ESM in meeting all statutory  requirements  on


compiling the Register, meeting deadlines and producing statistics and data as required.





6.





To supervise the monthly rolling registration  updates and to


supervise the administration of sensitive electoral registration data in  compliance with necessary legislation.





5.





To be responsible under the direction of the ESM,   for the


recruitment of temporary office and canvass staff; acquisition  of office space; training of staff; computer processing and publication of the Final Register  each year.





4.





Electoral Registration





3.   To be responsible  for the procurement of goods and services and


negotiation with contractors and suppliers,  monitoring performance and ensuring good value.





2.  To directly supervise the Electoral Services Assistants  and to


ensure that they receive appropriate training,  information  and instruction and to carry out an annual performance and development review.





to deputise for the Electoral Services  Manager during his absence.
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27. To assist with preparation  of reports for presentation to


Committees  and other bodies  as necessary.





26. To assist with project planning,  business continuity  plans and risk


assessments.





25. To supervise the basement and off-site election store,  ensuring


the safe storage of equipment  and the secure retention and subsequent  disposal of documentation  and sensitive personal information.





24. To be responsible for the administration  and secure retention of all


statutory election and electoral registration  documentation,  for public inspection where appropriate,  or in case of a Court Order.





J





\





23. To implement operational  requirements in organising  the Counting


of votes;  delivery of equipment;  liaison with contractors; analysis of counting methods;  declaration of results; security and admission of guests,  media etc.





22. To assist with the statutory review all polling districts and to carry


out polling place and polling station reviews  when required.





21. To assist with all publicity aspects of electoral registration and


elections.





20. To be aware of all issues relating to Equal Opportunities and to


implement the Disability  Discrimination Act in so far as it applies  to


Electoral Services.





19. To recruit  and allocate tasks for Presiding Officers,  Poll Clerks and


other casual staff and to ensure that appropriate staffing records are kept,  relevant administration  put in place and that procedures are in place for remuneration.





18. To recruit,  supervise and train a postal vote supervisor and issue


and opening teams, reviewing performance annually.





17. To be responsible for all operational aspects of the postal voting


process; preparation, issue and receipt ensuring that they are administered with particular emphasis on the issuing  and opening procedures,  IT facilities and scanning and related processes.





16. To supervise the implementation  of the operational  requirements


of  a wide range of functions  relating to an election e.g. publication of statutory notices; candidate nomination procedures; absent voting procedures;  issue of poll cards; instructions  to casual staff; equipment  for polling stations etc.





15. To provide administrative assistance to the ESM in respect of the


planning and implementation  of City Council,  County Council,  UK and European Parliamentary elections and by-elections, and for any Referendums as required.





November 2017
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LAST UPDATED:





DATE





of





with the grading





29. To undertake any other duties commensurate the post.





28. To assist with  any other administrative work if necessary.








