

	Competency Based Job Profile Band 5-8 (June 2019)



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Legal and Democratic Services
	SERVICE GROUP: Electoral Services

	POST TITLE: Electoral Services Assistant
	REPORTS TO: Senior Electoral Services Officer

	GRADE: Band 5-6
	SAP POSITION NUMBERS: 
50112307


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
For posts where employees speak directly to members of the Public the post holder is required to demonstrate their ability to speak fluently in English.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  Please see the separate guidance information on how to complete the form located on Bradnet. 
	Key Purpose of Post: 


	· To assist in the achievement of efficient and effective electoral administration 
· To provide a professional front facing customer service 
· Undertake all tasks required, in accordance with legislation, operational and policy 

Demands



	Main Responsibilities of Post: 


	· Assist with all activities required to conduct all elections, referendums, electoral 
registration and the production of the Register of Electors, as directed

· Provision of excellent customer service and standards (written and verbal)
· Manage a heavy workload, maintaining standards, under statutory and operational

timescales

· Assist with the update and maintenance of the database, all statistical information and

filing systems
· Maintain, update and provide electoral information to those entitled to receive it

· Collect, provide and assist with electoral statistical information required for the use of 
the Council, Government Departments and other organisations, as required
· Maintain and develop the Unit’s information systems, reporting developments and 

suggestions to the Senior Electoral Services Officer

· Assist with all activities required for the review and conduct of polling and boundary arrangements
· Assist in the preparation, production, distribution and transportation of all materials 

essential to the effective conduct of all electoral processes, as directed (there is a 

requirement for physical effort in the role throughout the year, e.g. lifting, movement

and transport of bulk stationery and equipment)

The post holder will be responsible for:

· The receipt and handling of money and processing of invoices/payments, in 
accordance with the Council’s Audit requirements

· Assisting, as directed, in the activities of: 

· Up to 120 postal vote staff, during the week prior to Election Day
· All support staff assisting with the organisation of elections

· Approximately 1500 temporary staff employed during the election timetable

· The work of internal and external service providers (E.g. Building Services, 
external contractors)

· Up to 50 temporary staff employed during the annual canvass

· Access to confidential information relating to electoral matters

The post holder:

· Works with supervision, but uses own initiative in working to guidelines, referring 
non-routine, complex and/or sensitive issues to the Senior/Electoral Services Officers

· Provides appropriate information in response to enquiries made to Electoral Services 
· Provides information to Members of Parliament, Elected Members, citizens, staff, other 
Council departments and external organisations, as required/directed


	Structure:


[image: image1]


	Special Knowledge Requirement. 


	
	Essential

	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column.
	

	Due to the Governments Fluency in English Duty for posts where employees speak directly to members of the public the postholder is required to meet the Lower threshold level.
You should be able to demonstrate that you can use a wide range of simple words and a standard English sentence structure to express and maintain a flowing conversation even though you pause to think of the correct words with the ability to express and make yourself understood (this will also be tested during the interview).


	X

	Must be able to demonstrate political awareness and sensitivity
	X

	Ability to learn/understand comprehensively the detailed electoral process. Carries out a variety of working practices, applies strict and complex regulations, rules, procedures and processes across the Electoral Services specialist area 
	X

	Learns/uses a specialist IT package relating to the Electoral Services area of work to an advanced level
	X

	Knows and understands how to use, interpret, handle and communicate information to achieve and maintain high standards of electoral competence
	X

	Ability to adopt a process of continual improvement and suggest ways of working more efficiently and effectively to improve service delivery
	X


	Relevant experience requirement: Will be used for shortlisting


	The applicant is required to provide evidence of having previously spoken fluently to members of the public in order to meet either the Lower threshold or Advanced threshold level outlined under Special Knowledge above.  

	Must be able to demonstrate experience of the following:

	· Administration experience of working within a large organisation

	· Following precise instructions, working accurately and paying attention to fine detail

	· Having excellent customer services skills 

	· Effective verbal and written skills (including email)

	· Working with complete tact, diplomacy and neutrality

	Relevant professional qualifications requirement: Will be used for shortlisting


	· Essential – 3 GCSE/O levels, grades A* - C (including English Language and Mathematics)


	Core Employee competencies to be used at the interview stage. 


	Carries Out Performance Management

	Covers the employee’s capacity to manage their workload and carry out a number of specific tasks accurately and to a high standard. 

	Communicates Effectively 

	Covers a range of spoken and written communication skills required as a regular feature of the job.  It includes exchanging information/building relationships; giving advice and guidance; counselling, negotiating and persuading and handling private, confidential and sensitive information.

	Carries Out Effective Decision Making 

	Covers a range of thinking skills required for taking initiative and independent actions within the scope of the job. It includes planning and organising, self effectiveness and any requirements to quality check work.

	Undertakes Structured Problem Solving Activity 

	Covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking; developing practical solutions; applying problem solving strategies and managing interpersonal relationships.

	Operates with Dignity and Respect 


	Covers promoting equality, treating all people fairly and with dignity and respect, maintains impartiality/fairness with all people, is aware of the barriers people face. 


	Working Conditions: 
 

	 Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions. 
· It is compulsory and a requirement that the post holder works additional and 

extended hours, including evenings, weekends, Bank Holidays, Election 

Day/night and Count day/night, as directed and as service demands

· From the period of time covering the Notice of Election and until the election 

process is completed, leave will only be granted in exceptional circumstances
Must have the ability and undertake to do the following:
· Carry out all training necessary to the post (internal, external and residential, as required)

· Carry out any duties reasonable in terms of the nature of the post

· Conduct site visits in relation to polling and count stations and in respect of boundary reviews, as required
· Commit to working on a rotational basis in relation to all Electoral Services Assistants posts, as directed / service demands

· Carry out manual/lifting duties


	Special Conditions: 


	You will be informed if there is a requirement for the post to have recruitment checks 

such as DBS, Warner Process.
· The post of Electoral Services Assistant is politically restricted

Must undertake to do the following:

· Comply with confidentiality requirements in respect of all accessible information
· Ensure compliance with strict electoral / legal procedures, timescales and requirements

· Commit to representing Electoral Services and contribute to outcomes, professionally, as directed, at internal and external meetings at or with, for example:

· The Electoral Commission at local level

· The Association of Electoral Administrators at local level
· Any other stakeholders
· Must include business use on car insurance


	

	Compiled by:

Susan Saunders

Date: 23rd February 2015
	Grade Assessment 
Date: 17th October 2011

	Post Grade:

Band 5 - 6


Electoral Services Manager





Deputy Electoral Services Manager








Senior Electoral Services Officer








Senior Electoral Services Officer








Electoral Services Officer x 1








Electoral Services Assistant x 2








Electoral Services  Officer x 1








Electoral Services Assistant x 2.5





Trainee Electoral Services Assistant x1
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