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	SUPPORT ASSISTANT (ELECTORAL SERVICES AND LAND CHARGES)

	

	Service:
	Electoral Services (Service Reform) 
	Grade:
	TBC
	Salary:
	TBC

	Reporting to:
	Team Leader (Electoral Services/Land Charges)
	Location:
	Civic Centre
	Hours:
	36/week

	


	About the role  
	
	Our priorities 

	* To provide support to ensure the effective administration of elections in accordance with legislative requirements.
* To ensure, as far as possible the provision of services that meet customer expectations.

* To ensure that, where possible, the functions delivered by electoral services and land charges are aligned with the Council’s priorities (the Great Eight) and values.

* To work effectively with a team environment in a culture of personal responsibility.

* To participate in training and learning that supports the improved delivery of electoral services functions and for the wider benefit of the Council, its partners and customers.
* To proactively support colleagues within the Electoral Services Team 
* To ensure that all practices within electoral services and land charges align with GDPR requirements.
* To utilise IT systems to support the effective delivery of electoral services functions.
* To support other colleagues within the Legal & Governance Division as required on priority tasks.

	
	Tackling poverty and inequality
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	Addressing poverty and tackling inequalities

	
	
	Education and Skills
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	Developing skills and a strong education offer

	
	
	Health and Social Care
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	Working with partners to improve health and wellbeing

	
	
	Development
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	Investment that provides jobs with decent wages

	
	
	Housing
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	Connecting affordable housing

	
	
	Transport
	
	Connecting affordable transport with jobs and skills

	
	
	A transparent effective organisation 
	
	Delivering effective and efficient council services

	
	
	Social Impact
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	Using social value to make the most difference in Salford



	Key outcomes  

	* To organise work  to deliver against legislative and customer equirements

* To ensure that internal and external customers receive a positive customer service experience.

* To utilise technology as appropriate to support the delivery of services.

* To participate in internal and external partnerships to support the delivery of effective services.

* To positively promote the electoral services functions where possible.
* To proactively develop skills and knowledge through training and learning to enhance the electoral services functions and for personal development.
	
	

	What we need from you  

	* A desire to provide an excellent customer service experience to all internal and external customers.
* To have a flexible approach to deliver the best outcomes for customers
* A commitment to a team based culture of improvement and personal responsibility

* Pride in delivering good work to a high standard

* Working in a ‘smart’ way to deliver effective and efficient services

* Seeking opportunities to solve problems and create improvements.

* Ambassador for the Council’s 4 values.

* Good knowledge and experience of using IT systems and software packages to support the delivery of services


	· 
	* Enthusiastic and flexible approach to the task and team work.
* Demonstrate respect and caring for others, treating everyone fairly.

* Able to communicate verbally and in writing.

* Be open to learning and sharing knowledge and skills with others.


	
	
	


