Role Profile Addendum 
(to be completed for generic role profiles, mapped to multiple positions)   
	 Job Title:
	Electoral Services Assistant

	Role Profile Ref:
	MUL012

	Role Profile Title:
	Records Officer I

	Directorate:
	Law & Governance

	Service area:
	Electoral Services



	Specific responsibilities associated with this position 

	  - Assist in the maintenance of the Electoral Register.
  - Assist in the organisation of all elections and referenda held in the BCP Council area.
  - Open mail, sort and scan applications into the Electoral Management System and 
    Electoral Registration Officer Portal.
- Input and process electoral registration applications, absent voting and special category elector applications.  
  - Respond to email enquiries from electors and elected officials. 
- Contribute to project workstreams or sub‑groups, assisting with meeting statutory deadlines and quality standards. 


	Specific person specification associated with this position 

	- Good communication skills, both written and oral. 
- Digital literacy, including confident use of Microsoft 365 applications. 
- Good organisational skills, with ability to manage multiple processes simultaneously.
- Able to work accurately and calmly under pressure, with ability to use own initiative to meet tight deadlines.
- Flexible to work additional hours, during busy election and canvass periods.
- High level of political sensitivity, including ability to work within a politically restricted environment.


	 
	Use this section to identify other requirements for this position. 

	 
	· Health surveillance required: No 
· Politically restricted: Yes 
· Lone working: No 
· DBS check required: No 
· Supplementary payments: None 
· Career grade / pathway: No 

Other role-specific requirements: 
· Must be able to travel between locations using own vehicle or public transport.
· Flexible in office location and working pattern subject to service needs.
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