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JOB PROFILE

JOB DESCRIPTION
Job Title:		Electoral Services Assistant			
Pay Grade:		W1
Team:			Democratic and Legal Services	
Function:		Electoral Services
Responsible to:	Electoral Services Manager  	
Job Purpose:	
The role of the Electoral Services Assistant is to support the Electoral and Information Services Manager to prepare and maintain the Electoral Register and support the running of elections and referenda. 

Key Area:

US - An Innovative, Proactive and Effective Council
We will look ahead and along with our partners seek opportunities to shape and improve the services provided to the community, by:
· communicating well, listening to the community and working with others to deliver services efficiently and effectively;
· developing the skills and behaviours of our employees and making the best use of resources (money, people, assets) to deliver services;
· giving clear messages about the boundaries within which we expect our employees to work, encouraging them to take ownership and empowering them to take measured risks when taking action or making decisions within those boundaries.

Main Tasks:

1. Keeping the electoral register up to date, adding, removing and amending elector details.
 
2. Scanning of documentary evidence and application forms.

3. Dealing with queries from electors, in person, by telephone and by email.

4. Processing absent vote applications.

5. Preparing equipment for elections – including Presiding Officer folders, polling station stationery, ballot boxes and equipment for the count.

6. Assist with the other administrative duties of the Section, (providing cover for annual leave etc) and other such other duties as may reasonably be required from time to time by the Electoral and Information Services Manager.


PERSON SPECIFICATION
Job Title: Electoral Services Assistant

	  Criteria
	 Standard
	E/D
	Measure

		Education & 	training
	· Further Education (A’ levels or equivalent)
· Be willing to complete the AEA Foundation Course
	E

E
	A 

A / I

		Experience
	· Use of Microsoft Word and Excel
· Engaging with members of the public
	E
D
	A
A / I

		Special Skills
	· Good numeric and computer skills
· Good communications skills, with both internal contacts and with members of the public – written/oral
· Ability to work under pressure and to statutory deadlines 
· Produce accurate work with an eye for detail
· Ability to prioritise and organise work with minimal supervision, as well as part of a team, often to statutory deadlines
· Able to converse at ease with customers and provide advice in accurate spoken English 
	E
E


E

E

E



E
	A / I
A / I


A / I

A / I

A / I



A / I

		Motivation
	· Positive attitude to public service
· Keen to learn and develop
	E
E
	A / I
A / I

		Personality
	· Confident
· Thorough and methodical
	E
E
	A / I
A / I

	 Disposition 
	· Reliable and responsible
· Politically impartial and discreet
	E
E
	A / I
A / I

		Special 	Requirements
	· Ability to work flexibly, particularly at election time
· Full driving licence
	E

D
	A / I

A


Key:
E = Essential, D = Desirable, A = Application Form, I = Interview
Candidate Screening:
Rehabilitation of Offenders Act 1974 does not apply
Disclosure and Barring Service check: Not required
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Woking Borough Council Role Map

Job Title: Electoral Services Assistant

Team: Democratic and Legal Services
 
Function: Electoral Services


	Behaviours
	Level required

	Shaping our Future
	1

	Leading our People
	1

	Delivering for our Customers
	1

	Making Change Happen
	1

	Team and Partnership Working
	1

	Communicating Openly
	1

	Performance Management
	1





Please refer to the Council’s Behavioral Framework for examples and indicators of the expected behavior required at each level.
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