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Job Description 
	Job Title
	Electoral & Democratic Services Assistant

	Grade
	Band E

	Reporting To
	
Civic and Electoral Services Manager

	JD Ref
	CSUP0093G


	 
Purpose
Working as part of the Electoral and Democratic Services Team, supporting the Council’s elections and electoral registration and other general duties to support the Council through the change in governance arrangements through a newly created scrutiny role.
The role will predominantly involve working within the Electoral Services team but will also provide an effective and efficient administrative support service for all Council and committee meetings, decision making processes and independent appeals panels.
Main Duties And Responsibilities
Behavioural: 
· Enjoy, achieve, create impact, and thrive in the role and organisation.
· Live our values in the role and organisation.
Electoral & Democratic Services specific duties & responsibilities:
· Assist with the compilation and maintenance of the Register of Electors including planning and administering the annual canvass and processing individual electoral registration applications and applications from special category electors.
· Assist with the preparation and planning of all types of elections and referenda including the production of election documents, the administration of nominations, the facilitation of polling day arrangements and maintaining checklists i.e. equipment requirements and Health and Safety checklists, for polling places and count venues.
· Assist with the administration of the absent voting process including scanning and processing absent vote applications, production of absent voter’s lists and the issue, receipt and verification of postal votes.
· Administer the sale of the electoral registers, both printed and data versions, to the public and organisations, including processing all income in accordance with Financial Regulations.
· Maintain the electoral register property database ensuring that all new developments are placed in the correct polling districts and that all properties are correctly identified utilising the Council’s Local Gazeteer data.
· Assist with electoral registration reviews and statutory reviews including electoral boundaries and location of polling places.
· Assist with the preparation and distribution of polling cards and ballot papers under the supervision of the Electoral Services Manager.
· Maintain an audit of all election equipment and stationery and prepare all equipment and stationery for use in Polling Stations, Postal Vote events and Count Venues.
· Provide administrative support and clerking to the statutory independent panel process for consideration of admission and exclusion appeals, ensuring that all appeals are conducted in a timely manner and in accordance with relevant legislation and national Codes.
· Support democratic and scrutiny projects to ensure continuous improvement for the service.
· Support the Council to manage the change in governance arrangements.
· Attendance at meetings, associated minute taking to produce an accurate record of the decisions made at the meeting.
· Distribute the revised register and monthly updates to those entitled to receive it, i.e. elected members, statutory bodies and commercial business, in both hardcopy and various other formats.
· Use the Electoral Register and Management software system, entering information with efficiency and precision.
· Work with local and external data source suppliers to undertake data mining projects, as directed, to identify potential new electors.
· Assist in public awareness campaigns, including preparing materials as necessary
· Contribute to any reviews undertaken by the Assistant Director in connection with electoral administration.
Communication, Engagement and Training: 
· Respond to enquiries from Members, candidates, agents, officers and the public by telephone, email or letter, but escalating more complex queries to the Electoral Services Manager or Democratic Services Manager
· Support colleagues in Democratic and Member Services to deliver an efficient and effective service.
· Assist in the administration of training temporary or casual election staff
· Develop constructive working relationships with colleagues and customers. 
· Support and share knowledge and best practice with colleagues.
· Mentor and support temporary or casual staff engaged for elections, referenda, and electoral registration. 
· Promote a strong team work ethic and maintain excellent communication, particularly within the Electoral Services Team.
· Work collaboratively within Governance and Assurance teams as directed by the Assistant Director.
· Allocate work to others within the core team and to temporary staff as requested by the Electoral Services Manager.
Data Analysis and Decision-Making: 
· To compile reports, data and statistical records and spread sheets to be used in reporting and monitoring business / project progress.
· To produce accurate minutes from meetings.
· Maintaining databases and providing management information as required.
· Undertake training specific to the Elections Management Software system and other relevant IT systems as required and agreed by the Electoral Services Manager.
Performance Management: 
· Contribute to the effectiveness of the operation of the democratic process by assisting in the development and implementation of policies to enhance the democratic engagement process.
· Assist the Assistant Director to meet new challenges and changes affecting Governance and Assurance, relating to improvement of service delivery, efficiencies and providing value for money.
· Working to deadlines, ensuring timely completion of processes and tasks.
· Work with minimal supervision to prioritise own tasks.
· To lead on non-complex work, resolving day to day issues, but escalating more complex queries to the Electoral Services Manager and / or Democratic Services Manager. 
Compliance: 
· Adhere to and comply with all relevant corporate policies and procedures including Health & Safety, General Data Protection Regulations (GDPR), Corporate Governance and Code of Conduct.
· Prepare temporary staff fees reports and payments for processing once the fees have been approved by the Electoral Services Manager.
· Ensure that information regarding payments, that will impact on budgets and financial controls, is accurate.
· Proactively assist the Electoral Services Manager with the arrangements for elections, referenda and electoral registration within Wirral and ensure that all duties and processes are completed in accordance with legislation to ensure the delivery of an efficient, high quality and cost-effective electoral service.
· In consultation with the Electoral Services Manager ensure legal and constitutional compliance in all areas of electoral administration.
· Work proactively to improve processes and procedures ensuring that all changes are approved by the line manager.
· Seek advice from the Electoral Services Manager or Democratic Services Manager on issues outside of key tasks and responsibilities.
[bookmark: _Hlk142571170]Other: 
· Any other duties commensurate with the grade. 
[bookmark: _Hlk80364490]Role Specific Knowledge, Experience And Skills
Qualifications
· Educated to GCSE level A to C grade or equivalent to include English and Mathematics.
· Insert essential criteria
· Desirable - AEA or ADSO Foundation Course.
· Desirable - Certificate in Electoral Administration.
· Desirable - Training and / or qualifications in administration and / or customer service.
Knowledge & Skills
· Proficient in the use of Microsoft Office
· Excellent communication skills, both oral and written.
· Excellent numeracy and literacy skills.
· Proficient in the use of IT software including Microsoft Office Word, Excel, and Email.
· Ability to utilise and learn new management information systems. 
· An understanding of and an ability to deliver excellent customer care to internal and external customers.
· Able to prioritise and produce good quality, accurate work under pressure and to tight deadlines.
· Ability to progress own work effectively with minimum supervision.
· Ability to think creatively and provide inventive solutions to overcome challenges.
· Strong organisational and time management skills.
· Self-motivated with an enthusiastic and flexible attitude.
· Ability to work effectively as part of a team.
· Knowledge and understanding of General Data Protection Rules (GDPR), confidentiality and safeguarding.
· Ability to input data accurately. 
· Able to confidently communicate with members of the public and other stakeholders by telephone, email, letter, or face to face.
· Demonstrate sensitivity on political issues when working within the Electoral or Democratic Services offices.
· Insert essential criteria
· Desirable – insert criteria if applicable
Experience
· Experience in administration or an office role.
· Working effectively as a member of a team.
· Administration experience including data input, prioritising work requests, and working to tight deadlines.
· Experience of drafting minutes, formal letters and other similar communications.
· Communicating and liaising with internal and external customers
· Experience of the Council’s decision-making processes and procedures.
· Insert essential criteria
· Desirable - Relevant or substantial experience of dedicated electoral work to include both elections and electoral registration work.
· Desirable - Experience of dealing with planning, organisation and payments of casual staff employed by Electoral Services for elections and annual canvass.
· Desirable - Experience of working to tight deadlines with the minimum of supervision.
· Desirable - Experience of using and having an excellent knowledge of the Election Management System software.
· Desirable - Committee Administration Experience.


Additional Information 
The post holder will be required to engage in manual lifting of boxes and equipment and actively move around venues and further have the ability to travel across the Borough and work from various locations. 
Work hybrid, with a flexible working approach to accommodate service needs.
On occasion, able to work outside traditional hours, of a weekend and evening as required, adopting a flexible working approach in response to business requirements.
The nature of this role means the Council believes the post holder would be subject to political restrictions as outlined in legislation.  This would mean the post holder would not be able to do the following: 
•	Stand for or hold elected office of anybody to which the provisions apply. This would include County, Unitary, District and London Borough Councils, or membership of the House of Commons. It excludes parish councils. 
•	Speak to the public or publish written work with the apparent intention of affecting public support for a political party.
•	Act as an election agent.
•	Canvass on behalf of a political party.
•	Be an officer (or member of a committee) of a political party or branch of a political party, if the duties would require the employee to participate in the general management of the party or branch or act on behalf of the party or branch with persons outside the party [NB. There is no restriction on being a member of a political party].
Health & Safety Considerations: 
· Moving or handling heavy loads
· Lone working
· Work with VDUs (Video Display Unit) (>5hrs per week)
Approved By: Steve Fox, AD - Governance & Corporate Support	
Date Of Approval: 20/07/26
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