EXETER CITY COUNCIL

PERSON SPECIFICATION
 

 DEPUTY CHIEF EXECUTIVE DIRECTORATE

DEMOCRATIC AND CIVIC SUPPORT UNIT
 

ELECTORAL SERVICES OFFICER  – CS0710
 

 

	SELECTION CRITERIA
	ESSENTIAL
	DESIRABLE

 

	QUALIFICATIONS
 

Educated up to GCSE ‘A’ level standard (or equivalent)
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	EXPERIENCE/KNOWLEDGE SKILLS
 

Knowledge/Experience of Local Government Public Service 

 

Knowledge of elections/electoral registration
Experience of project planning
Relevant experience of working in a complex administrative environment.

Ability to understand complicated legislation.

 

Ability to work to strict deadlines

 

Keyboard/computer Skills

 

Ability to use Outlook, Word & Excel

 

Good written skills, to be able to undertake correspondence.

Ability to demonstrate attention to detail and methodical methods of working

 

Good communication skills, especially telephone skills and the ability to deal politely and tactfully with the public 
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	SPECIAL REQUIREMENTS/ATTITUDE

Ability to work well in a team

 

Ability to respond to pressure

 

Ability to keep accurate clerical records

 

Ability to conduct oneself in a non political manner

 

Ability to work additional hours at peak periods, such as canvass and election time, sometimes at short notice. 

Ability to work occasional unsociable hours if required.

Committed to high standards of customer care.
Ability to manage and prioritise own workload and time.
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