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JOB                
       







OUTLINE







  
	Dept:   CORPORATE SERVICES
	Section: ELECTORAL SERVICES


	Post No:  

RELE03004
	Designation:  ELECTORAL SUPPORT ASSISTANT
                           
	Grade 5
SCP 8 to 11


	THIS IS A POLITICALLY RESTRICTED POST


	Purpose of Job:

To assist in the organisation of Elections and maintenance of the Electoral Register



	Main Duties/Responsibilities:

1. As part of a team, deal with the processing and upkeep of all Electoral Registration applications and documents.
2. Process household registration forms online and scan and process paper forms, including high volumes of applications during busy canvass periods.
3. Process and assist with determination and assessment of individual registration application forms for electors received online via a Work Q, via phone calls or in paper formats.  Current legislative procedures must be adhered to.

4. Respond to elector enquiries over the telephone, online and face to face on all aspects of registration and election queries, whilst being mindful to ensure legislative and data protection requirements are adhered to.

5. Assist the Electoral Services Officer when required with the issuing of reminder letters to Query/attestation/Evidence (QAE) electors and maintenance of special category voters, including absent voters, overseas electors, service voters, voluntary mental patients, homeless and European electors. Assistance if required with electoral reviews.
6. When required assist the Electoral Services Officer with the weekly IER print including the supply of data for REFs, ITRs, confirmation and associated correspondence.
7. Assist with the monthly and annual updates of the electoral register and supply of the register to candidates during election time.

8. Deal with Identification documents from electors required as proof of identity or nationality as part of the registration and absent vote application process.

9. Process absent vote postal and proxy voter applications, received via the government portal and scan and process paper applications. Assist with determination of the applications.
10. To Assist in the organisation of all Elections and Referendums including Parish, Local, County, Police & Crime Commissioner and Parliamentary. Including assistance with staff training sessions, preparation of equipment and paperwork for staff and polling stations.
11. Assist in the organisation of the annual canvass, including assistance with staff training sessions, preparation of equipment and paperwork for canvassing staff. Assistance with identifying and undertaking personal canvassing of non-responding households/electors.  

12. Conduct council tax checks for evidencing electors right to remain on the electoral register.  Including assistance with reviewing electors where required.
13. Processing and monitoring of invoices and sundry debtors through the Councils invoicing systems.
14. To provide assistance and support to the section, including:

· Opening and distribution of mail

· Assistance with the purchase of stationery and office equipment as required

· Assistance with filing and sorting of Electoral documentation/update of encyclopaedias as required
· If required, liaison and assistance with AEA training events hosted at Preston 

15. Requirement to have or undertake the Foundation Course in Electoral Administration

16. Develop and build a good knowledge of electoral law and keep up to date with legislative changes, including attending relevant meetings, training courses and workshops.

17. Working with confidential information, data and documents and abiding by data protection regulations and all aspects of electoral law and legislation requirements.

18. Assist with initiatives to increase registration amongst groups least likely to register. Make contact and liaise with external organisations eg care homes/housing associations/private sector landlords/HMOs to promote IER and encourage registration. Assist and take part in presentations at schools and colleges.

19. To provide general clerical support as and when required to colleagues in the section

20. To work additional hours, including evening and weekends during elections and the annual canvass.  
21. Willing to take annual leave to fit around the electoral services cycle of work, including restricted leave during busy election and annual canvass periods.

22. To attend training courses as appropriate to the various functions of the post.

23. Such other duties as may be reasonably expected and directed by the Head of Electoral Services and Principal Electoral Services Officer.

NB:  The Council is an equal opportunities employer and provider of services.  The Council has a 

        statutory duty to promote race equality and all employees must be aware of that duty and 

        work to the Council’s equality standards.



	In addition, other duties at the same level of responsibility may be allocated at any time           
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