
	Post Title:
	Electoral Services Adviser (Career Graded)

	Directorate:
	Chief Executives

	Division:
	Democratic Governance

	Section:
	Electoral Services

	Reports To:
	Electoral Services Manager

	Location:
	Bickerstaffe House, Number One, Bickerstaffe Square, Blackpool FY1 3AH

	DBS Status:
	None

	Grade:
	Grade D/E (Career Graded)



	Role Purpose

	To provide support for the electoral registration process, including preparation, publication and maintenance of the register of electors and advice to electors. 
To undertake support duties in preparing for elections, referendums and polling reviews as required in a timely and legal manner. 
To provide administrative support for the service including records and invoice processing.



	
Main Duties and Responsibilities

	Assistant Electoral Services Adviser – Grade D
· To provide administrative assistance with the organising of electoral registration processes in line with legislation and statutory deadlines.
· To provide administrative support for the service including raising and processing invoices, supporting meetings including minute taking, record keeping and website updating.
· To support the organisation of all elections in accordance with legislation and statutory deadlines.
· To provide administrative assistance with the recruitment of casual staff
· To assist in the maintenance, secure storage and transmission of data to stakeholders.
· To identify and apply data sources for data matching / data mining purposes in order to maximise registration levels to confirm elector registration information.
· To assist with maintaining absent voting records, processing absent voting applications and annual refresh forms
· To provide administrative assistance with campaigns to maximise registration, participation and promote voter awareness throughout the borough and take part in promotional activities where appropriate.
· To provide administrative assistance to the Electoral Services Manager in the administration of electoral boundaries reviews and polling places reviews and maintenance of an accurate property database.
· To assist with the delivery of civic events e.g. Remembrance Sunday, Mayor Making.
· To assist with the administration of school appeals.
· To assist with the setting up of council meetings as required.

Electoral Services Adviser – Grade E
The above plus:
· To support the organisation and planning of electoral registration processes in line with legislation and statutory deadlines.

	· To support the recruitment of and appointment of casual staff for elections / electoral registration.

	· To support the planning for campaigns to maximise registration, participation and promote voter awareness throughout the borough and take part in promotional activities where appropriate.

	· To support the Electoral Services Manager in the administration of electoral boundaries reviews and polling places reviews and maintenance of an accurate property database.






	Qualifications
	Please mark which are Essential or Desirable 
	E/D

	Assistant Electoral Services Adviser
· Level 2 (GCSE Grade A**-C or Grades 9-4) or equivalent qualification including functional skills in English and Maths
· Association of Electoral Administrators (AEA) Foundation in Electoral Administration 

Electoral Services Adviser
The above plus:
· AEA Certificate in Electoral Administration
	
E
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	Knowledge, Skills and Experience 

Required
	Please mark which are Essential or Desirable 
	E/D

	Knowledge
Assistant Electoral Services Adviser
	

	· Working knowledge and understanding of the principles of good information governance
· Strong awareness of good customer service including demonstrating an understanding of the needs and issues of individuals 

	E
E

 

	Electoral Services Adviser 
The above plus:
	

	· Considerable knowledge and understanding of elections law and electoral processes

Skills
Assistant Electoral Services Adviser
· Excellent written and oral communication skills and able to liaise with others from diverse backgrounds, including persons at a senior level and members of the public
· An ability to handle restricted, confidential and high profile information and dealing with confidential issues discreetly and tactfully
· Ability to organise and prioritise own workload, manage conflicting demands and negotiate timescales where appropriate
· A keen eye for detail and an ability to work with precision and concentration

Electoral Services Adviser
The above plus:
· Astute political awareness and sensitivity and ability to deal with electoral stakeholders effectively

Experience
Assistant Electoral Services Adviser
· Experience of dealing with internal and external customers, establishing and building professional relationships
· Experience of working on own initiative and responding independently to unanticipated problems/situations
· Experience of working within a political context or similar
· Experience in electoral registration or elections

Electoral Services Adviser
The above plus:
· Working within a political context or similar
· Considerable experience in both electoral registration and elections
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	Vision and Values

	Our Priorities
We have two priorities:
· Priority one - The economy: Maximising growth and opportunity across Blackpool
· Priority two - Communities: Creating stronger communities and increasing resilience
Our Values
· We are accountable for delivering on the promises we make and take responsibility for our actions and the outcomes achieved
· We are committed to being fair to people and treat everybody we meet with dignity and respect
· We take pride in delivering quality services that are community focussed and are based on listening carefully to what people need
· We act with integrity and we are trustworthy in all our dealings with people and we are open about the decisions we make and the services we offer
· We are compassionate, caring, hard-working and committed to delivering the best services that we can with a positive and collaborative attitude
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	Equal Opportunities: 
We do our utmost to ensure that here is no unjustified discrimination in the recruitment, retention, training and development of staff on the basis of their age, sexuality, religion or belief, race, gender or disabilities.
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