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Job DescriptionPRIVATE 

DESIGNATION


:
Electoral Services Officer 
GRADE



:
Grade 5

POST NO



:
CS0710
DIRECTORATE


:
Democratic/Civic Support
UNIT




:
Electoral Services
RESPONSIBLE TO


:
Electoral Services Manager
SUPERVISORY

RESPONSIBILITY FOR

:
No Staff

LIAISON WITH


:
Councillors, staff and the general public

PURPOSE OF JOB

To provide high level administrative and project planning support for an efficient and high quality service relating to the conduct of elections and the publication of the electoral register.
MAIN ACTIVITIES

1. To assist the Electoral Services Manager in the organisation of the annual canvass and the individual electoral registration procedure. In particular, to undertake all functions relating to special category electors and work queues relating to properties, evidence requests, queries and deletions.
2. To administer a data matching/mining approach to assist with electoral registration.

3. To administer all aspects of electoral register access and distribution in compliance with legislation.

4. To assist the Electoral Services Manager with all project planning  aspects relating to the statutory review of polling districts and places and to undertake all administrative functions in relation to polling stations.
5. To administer all functions in relation to maintaining the property database for the register through the GIS/NLPG functions and to liaise with the Street Naming and Numbering Duty and the NLPG Custodian.

6. To assist with the inputting and processing of data and checking procedures to ensure the final register is up to date and accurate, as necessary.
7. To assist the Electoral Services Manager in all project planning aspects of organising City Council, County Council, Parliamentary, European Parliamentary Elections, Neighbourhood Planning Referendums and Business Improvement District Ballots and by- Elections as required.         
8. To organise and implement all project planning and administrative functions relating to voter engagement, publicity and participation and any related special projects, with special reference to student registration and residential homes.
9. To be conversant with the Elections and Electoral Registration computer system and to liaise with the software supplier as necessary.

10. To deal with the ordering of goods and services and the payment of invoices and associated record keeping.
11. To administer and update the electoral services web pages.

12. To deal directly with telephone and personal enquiries from the public, media and Councillors
13. To undertake a range of clerical tasks such as filing, record keeping, preparation of statistics, opening of post etc. if required.  

14. Any other duties that may be required from time to time.

DATE LAST UPDATED:  November 2018
