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Job Description 
	Department
	CHIEF EXECUTIVES

	Job Title
	ELECTIONS OFFICER

	Grade
	GRADE G

	Primary Purpose of Job
	To assist with and directly secure the implementation of all processes relating to Elections and Electoral Registration

	
Reporting To
	Elections Manager

	Responsible For 
	Clerical Assistants (Elections), temporary office elections staff, advice and guidance to Contact Centre Staff, staff working on elections (polling stations and count) and staff working on electoral registration canvass

	Direct Staffing Reports
	Clerical Assistants (Elections), temporary office elections staff, advice and guidance to Contact Centre Staff, staff working on elections (polling stations and count) and staff working on electoral registration canvass



Main Duties
	1
	Supervision of the processing of registration forms including special, anonymous overseas and rolling registration forms, and the processing of absent vote applications and maintenance of absent vote records within statutory electoral registration framework. Also, to check ID and confirm voter identity when registration applications require it and to co-ordinate and take part in home visits to assist electors as required by statute 


	2
	Supervision of the processing of service voters and overseas elector applications and carry out monthly renewal procedures and acknowledgements within the statutory electoral registration framework.


	3
	Writing and co-ordination of sending statutory notifications and notifications of alteration to new residents and letters of confirmation of registration.


	4
	The recruitment, supervision, retention and liaison, appointment and assessment of staff required for major elections and electoral registration processes:

Presiding Officers and Poll Clerks
Counting Assistants, Table Supervisors and Senior Counters
Postal vote issuing/opening staff
Polling Station Inspectors
Electoral Registration canvassers
Other staff as required


	5
	To provide training and preparation of training materials for all elections staff as listed above. Also, to assist the elections manager with formal presentations and training to a range of people, including other members of staff, staff recruited to work on the election and electoral registration canvass, senior managers, chief officers, councillors, party workers


	6
	The day-to-day management and maintenance of the Electoral Registration and Elections Management computer software packages including Council Tax and Planning Property data bases.


	7
	To co-ordinate the payment of all staff employed on Elections and Electoral Registration duties. Payments to elections staff (working on election and on registration canvass) are on average £150k per year. 


	8
	To deal with data protection and GDPR issues related directly to elections and electoral registration and other wider issues within the council which impact on electoral registration (e.g., Council Tax, Housing Benefit, adoption tracing, proof of life searches, European Pension confirmations, Planning & Highways, Parking Services, Licensing) 


	9
	To understand how other Council Departments function in terms of resources and be able to implement ways in which those departments can support the wider elections process. To negotiate with and liaise with managers and team leaders to aid staff recruitment.


	10


11

12

13

14
	To understand regulations and legislation and apply the practically to the functions of the elections office and running of elections and electoral registration and also to keep up to date with legislation and regulations and good practice in electoral administration and understand how to implement them.


Ordering of election materials and relevant equipment for elections and electoral registration.


Assisting with the nomination process and proofing subsequent documents 

Responding to enquiries and advising members of the public, councillors, MPs, candidates, agents and party workers, chief officers and senior managers both verbally and in writing

To assist in the development and implementation of new processes and strategies to encourage registration and voting participation and educate and inform the public with regard to electoral registration issues both generally and in terms of specialist registrations

	
	




Date Job Description prepared/updated	January 2023
Job Description prepared by	Elections Manager


Person Specification
	Department
	CHIEF EXECUTIVES

	Job Title
	ELECTIONS OFFICER (GRADE G)

	Stage One
	Candidates who are care leavers, have a disability, are ex-armed forces or are a carer (see Carers-Charter-FINAL.pdf (gmhsc.org.uk) are guaranteed an interview if they meet the essential criteria for the role 

	The Minimum Essential Requirements for the above Post are as Follows:
	Method of Assessment

	1.
	Skills and Knowledge

	1. 
	Comprehensive working knowledge of electoral and electoral registration legislation, regulations and best practice.
	Application Form/Interview

	2.
	A working and detailed knowledge of legislation, regulations and best practice relating to matters that impact of the electoral and electoral registration process (e.g. data protection, asylum, council tax.)
	Application Form/Interview

	3.
	Knowledge of specific data protection rules governing electoral registration data and how this differs from standard data protections and GDPR rules
	Application Form

	4.
	Knowledge of other Council Departments in terms of function and resources and ability to understand ways in which those departments can support the wider elections process
	Application Form/Interview

	5.
	Ability to be able to adapt quickly to changes in legislation and processes
	Application Form/Interview

	6.
	Comprehensive knowledge of electoral software and IT equipment
	Application Form/Interview

	7.
	Ability to supervise clerical staff and temporary elections and electoral registration staff
	Application Form/Interview

	8 
	Ability to supervise clerical staff and temporary elections and electoral registration staff
	Application Form/Interview

	9.
	Ability to determine priorities of workload and to meet strict deadlines.
	Application Form/Interview

	10.
	Ability to work under pressure and to very tight deadlines which are non-negotiable
	Application Form/Interview

	11.
	Ability to work collaboratively with others as part of a team and contribute to development of policy in relation to new electoral, electoral registration practices and Voters Participation 
	Application Form/Interview

	12.
	Ability to work in a political environment, including the ability to remain impartial and recognize and respond appropriately to politically charged issues.
	Application Form/Interview

	13.
	Ability to communicate effectively with Councillors, Officers, and the Community.
	Application Form/Interview

	14.
	Ability to provide informal training and assist the Elections Manager with formal training and presentations to temporary elections and electoral registration staff
	Application Form/Interview

	15.
	Listen to what our customers say, respond quickly to their needs and treat them in a courteous and positive manner at all times.
	Application Form/Interview

	16.
	Be able to deal with members of the public who may be difficult and/or distressed in a diplomatic and professional manner.
	Application Form/Interview

	17.
	Be aware of disability access requirements and issues in relation to polling station access and have an ability to find practical solutions to access difficulties. Being aware of document and communication issues and having the ability to find practical solutions. 
	Application Form/Interview

	18.
	Be aware of language barriers for ethnic minority groups and contribute to developing policies and documents to resolve such issues.
	Application Form/Interview

	19.
	Valuing Diversity – Listen, support and monitor the diverse contributions made to service development without prejudice.  Challenge behaviours and processes which do not positively advance the diversity agenda whilst being prepared to accept feedback about own behaviour.  Recognise people’s strengths, aspirations and abilities and helps to develop their potential.  Understand how Valuing Diversity can improve our ability to deliver better services & reduce disadvantage.
	Application Form/Interview

	20.
	Customer Care – Listen and respond to customer need, seek out innovative ways of consulting service users and engaging partners.  Network with others to develop services for the benefit of the service users
	Application Form/Interview

	21.
	Developing Self and Others – Coach and mentor others.  Be willing to share learning and encourage others to do the same.  Listen to others and respond to their needs.  Apply a range of development activities to develop and train staff.  Endorse the principles of Investor in People.  Strives for improvement and take responsibility for own development.  Be self-confident and lead by example
	Application Form/Interview

	
	Competencies – Please note the council’s corporate competencies, which are essential for all roles, are below in the Core Competencies section 
	Interview

	2.	Experience/Qualifications/Training etc

	1.
	Certificate in electoral administration
	Application Form/Interview

	2.
	Minimum 5 years experience in electoral administration
	Application Form/Interview

	3.
	Minimum 2 years experience of elections and electoral registration software
	Application Form/Interview

	4.
	Full driving licence
	Application Form/Interview

	3.	Work Related Circumstances

	1.
	
	

	STAGE TWO
	Will only be used in the event of a large number of applicants meeting the minimum essential requirements

	Additional Requirements
	Method of Assessment

	1.	Skills and Knowledge

	1.
	Irregular and long hours in the run up and conduct of elections.
	Interview

	2.	Experience/Qualifications/Training etc

	1.
	Over 5 Years experience in Electoral and Electoral Registration Administration
	Application form/interview


	
Date Person Specification prepared:
	
January 2023

	Person Specification prepared by:
	Elections Manager





These core competencies are considered essential for all roles within Bolton Council. Please be prepared to be assessed on any of these during the interview process and, for the successful applicant, throughout the probationary period.

Developing Self & Others
Promote a learning environment to embed a learning culture.  Support others to develop their skills and knowledge to fulfil their potential. Actively pursue your own development. Support and promote the principles of Investors in People. 

Civil Contingencies
Bolton Council has a statutory duty under the Civil Contingencies Act to respond in the event of an emergency. If Bolton Council’s Emergency Management Plan is activated, you may be required to assist in maintaining key Council services and supporting the community.  This could require working outside of routine working hours and working from places other than your normal place of work.

Equality & Diversity
Uphold the principles of fairness and the Equality Act in all undertakings as a Bolton Council employee, including providing a fair, accessible service irrespective of customer’s race, religion, gender, sexuality, disability or age.

Customer Care
The ability to fully understand, assess and resolve the needs of all customers including those who present with complex situations, in a manner that respects dignity and expresses a caring & professional image.

Health & Safety
Take responsibility for the health and safety of yourself and others who may be affected by your acts or omissions, and comply with all health and safety legislation, policy and safe working practice, including participating in training activities necessary to your post.

Data Protection and Confidentiality
Ensure that any personal data or confidential data you hold is kept securely and is not disclosed, whether electronically, verbally or in writing, to any unauthorised third party. Follow Council policies and procedures on dealing with personal information and information assets, including The Code of Conduct, Data Protection, Acceptable Use and Information Security policies. Personal or confidential data should only be accessed or used for council purposes.

Fluency Duty
Should you be required, as a regular and intrinsic part of your role, to speak to members of the public in English, you must be able to converse at ease with customers and provide advice in accurate spoken English, as required by The Immigration Act 2016.

Working Hours
The nature and demands of the role are not always predictable and there will be an expectation that work will be required outside of normal hours from time to time.

Safeguarding
This Council is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.  Should the role involve working with the above groups, you will be subject to an Enhanced Disclosure and Barred List check by the Disclosure & Barring Service.
The values of an organisation are those key principles by which people are expected to work to day to day. They’re our culture and help define what is expected of each and every one of us.
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Our Values: 
Accountability, Determination, Honesty and Respect, Making a Difference, Working Together
image1.jpeg
Bolton
Council




image2.png
Accountability
take responsibility for actions,

stand by decisions...
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Determination
don’t give up, remain positive and

open to new ideas...
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be truthful, open, fair, treat others

how you want to be treated...
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Gﬁ)\) work to a high standard, provide a
quality service, keep it simple...
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Working together

share knowledge, support,

collaborate for better outcomes...





