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Elections Office

Room 132, Town Hall, Stockport, SK1 3XE

Tel: 0161 217 6026
Ask for: Recruitment
E-mail: election.jobs@stockport.gov.uk
General Election 8th June 2017
On the 8th June 2017 there will be a General Election and we are appointing Counting Assistants for this poll.
Applications will be appointed based on the information supplied in the application form.  Please note you are not guaranteed a post by completing the application form.  

The fee for this role is £80 from 9.30pm – 2am and £20 per hour after 2am. 
Please refer to the job description to ensure you are aware of the expectations of the role.

The count will take place on the evening of Thursday 8th June 2017 starting at 10:00pm. Count staff will be expected to arrive by 9:30pm. Applicants who are appointed as a Counting Assistant will not be offered a position as a Poll Clerk or Presiding Officer for the election. 

Please also note that the length of time a Count takes will depend on the size and nature of the election and whether re-counts are required. Due to the nature of the General Election there may be intervals during count process, you will be expected to remain in the Count Venue during these intervals.
I look forward to hearing from you and if you have any further questions, please do not hesitate to contact me.

Yours faithfully
Caroline Cooke
Elections Services Manager
	Role Description



	Role Title:

Count Assistant

	Fee:   9.30pm – 2am £80
2am – finish £20 per hour


	Responsible to: Table Supervisor
Responsible for: n/a

	Main Purpose of the Role: 
As a Count Assistant, you will work in a team to sort and count ballot papers.




	

	You will also be expected to:
Work positively and inclusively with colleagues and customers so that the service does not discriminate against people on the ground of their age, sexuality, religion or belief, race, gender or disabilities.

Fulfill personal requirements, where appropriate, with regard to policies and procedures, health, safety and welfare, customer care, emergency, evacuation and security.

Work flexibly in the interests of the service. 

	In return, you can expect

· Full written instructions
· All stationery and equipment to carry out your duties
· Payment of fee into your bank account on 14th July 2017 



Generic Competency Person Specification
 Role Title: Verification Assistant
	Attributes
	Competency
	Essential or Desirable

	
	
	

	Experience
	Experience as a count assistant
	D

	
	Experience of working in a team
	D

	TECHNICAL SKILLS
	Fully Literate and Numerate
	E

	
	Ability to work independently under pressure
	E


	
	Ability to act impartially at all times
	E

	
	Good Timekeeping
	E

	Generic Competencies

(Please see  further guidelines below) 
	Communicating Effectively


	E

	
	Being Customer Focussed


	E

	
	Effective Team Working


	E

	
	Personal Organisation and Effectiveness
	E

	
	Working Safely


	E

	ADDITIONAL FACTORS
	Understands and actively supports Stockport Council’s diversity and equality policy.
	Essential

	
	To meet Stockport Council’s standard of attendance.
	Essential

	
	A willingness to be flexible in a changing environment 
	Essential


Competencies

	Competency


	Definition

	Communicating Effectively


	· Communicate effectively face to face, by telephone or written word with a diverse range of people

· Make effective use of new technology in communications contribution



	Being customer focussed


	· Provides excellent customer service

· Develops and maintains positive working relationships with customers

· Contributes to the continual improvement of services



	Effective Team Working


	· Develops and maintains positive working relationships with other team members

· Develops positive working relationships with other teams both within and outside the organisation (e.g. “colleagues” in the voluntary sector or health service) 

· Contributes to the achievement of team goals



	Personal Organisation and Effectiveness


	· Achieves personal objectives on time and to the agreed standard whilst having consideration for the effect on others

	Working Safely
	·  Follows the Council and Service specific  Health and Safety Policies

· Follows local health and safety procedures / practices




	ELECTION APPLICATION FORM

APPOINTMENT CANNOT BE GUARANTEED


	Vacancy Details


	Role Title:
	Counting Assistant  


NOTE: PLEASE DO NOT SUBMIT AN APPLICATION IF YOU ARE, OR INTEND TO BE, EMPLOYED BY A CANDIDATE OR ANY OTHER PERSON, OR WORK IN CONNECTION WITH THE ELECTION

	Personal Details

	Title:
	

	First name(s):
	

	Last name:
	

	Known as:
	

	Date of Birth:
	

	Address:
	

	Postcode:
	

	Contact Number:
	

	Email address:
	

	National Insurance Number:
	


	MONITORING EQUALITY AND DIVERSITY


	

Disability 

	The Disability Discrimination Act defines a disabled person as someone with a physical or mental impairment which has a substantial and long term adverse effect on his or her ability to carry out normal day to day activities. (i.e. Has lasted or is expected to last over 12 months)

Do you consider yourself to be disabled according to this definition?                                                       

Yes

No

If you answered yes, how would you define this impairment?

	

	

	

	


	DECLARATIONS

	I confirm that I am not subject to any immigration controls or restrictions, which prohibit my working in the UK.

I confirm that the information supplied by me in this application is complete and correct to the best of my knowledge

I understand that any false information, any relevant omission or misleading statements may disqualify me from employment or result in my dismissal. 

YES   

	Eligibility to work in the UK

	Current legislation means that it is a criminal offence to employ a person who is subject to immigration control, unless he or she has documentary proof showing an entitlement to work in the UK. If selected to work you will be asked to provide proof of your work entitlements.

	Do you have an entitlement to work in the UK?                   YES
 
NO 
 


	SUPPORTING INFORMATION


	Skills, Knowledge and Experience

	This section of the application form is very important, as this is where you demonstrate your suitability for the job. The person specification describes the necessary skills, experience and qualifications we are looking for.  Pay particular attention to those areas on the person specification described as essential.  

· Ensure that the information you provide is well organised and relevant.

· It should show to that extent you have gained the skills and experience necessary for the post.
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