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	Post Title:  Electoral Services Team Leader
	Post Number: EM016

	Division:  Democratic / Electoral Services
	Grade:    H

	JE Ref: B56
	Date Revised: November 2021


This form sets the standard for the person needed for this job, and also suggests the questions to be asked at short listing and interview stages.  The requirements are job-related and described using appropriate words and marked E (Essential) or D (Desirable) as appropriate.  There will not necessarily be an entry in every box.

	
	REQUIREMENTS
	ESSENTIAL (E) OR DESIRABLE (D)
	MEASUREMENT

(SEE BELOW)

	EXPERIENCE


	Experience of electoral services processes in respect of:

· Electoral registration 
· Elections
Supervisory experience


	E
D


	1 / 3

1 / 3

	SKILLS REQUIRED


	Ability to meet deadlines
Excellent written communication skills

Well developed oral communication skills, including an ability to effectively communicate with members of the public

Good customer care skills – ability to be diplomatic and tactful

The ability to build and maintain effective relationships with colleagues

Good organisational skills – ability to organise own workload and that of others 
Competent in the use of Microsoft Office applications
	E
E

E

E

E

E
E


	 3

1 / 3
3

3

3

3

3

	KNOWLEDGE BASE


	Knowledge of electoral registration and elections regulations, legislation and statutory guidance

Knowledge and experience working with an electoral management system, ideally Xpress or similar
Knowledge of data protection rules and their application in a similar environment
	E
E

E
	1 / 3

1 / 3

1 / 3

	QUALIFICATIONS / TRAINING


	Excellent numeracy and oral and written literacy skills

AEA Certificate in Electoral Administration (completed).
AEA Certificate Year 1

[May consider exceptional candidate with AEA Cert. Year 1; working towards completion of Year 2 or who has significant on the job experience of delivering the full range of electoral services.]
	E

D
E
	3
1 / 3 / 4

1 / 3 / 4

	ATTITUDE / MOTIVATION


	Ability to work independently and to use initiative
	E
	3

	OTHER REQUIREMENTS


	Must be prepared to work additional hours in lead up to elections
Holder of current full driving licence with access to own transport
	E
D


	3

1 / 3



	
	
	
	

	MEASUREMENT


	1. From

application

form
	2. By test after

short listing
	3. Probing at

interview
	4. Documentary

evidence
	5. Other

(Please specify)






PERSON SPECIFICATION





Total number of essential criteria measurable from application form	= 6


Total number of desirable criteria measurable from application form	= 3	








[image: image1.png]
    Cannock Chase Council – HR Services    Page 1 of 2   


