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Elections Office

Room 132, Town Hall, Stockport, SK1 3XE

Tel: 0161 218 1050
Ask for: James O’Sullivan
E-mail: election.jobs@stockport.gov.uk
ELECTORAL REGISTRATION CANVASS 2018
APPLICATION PACK

This year we will, once again, be conducting a canvass of all non-responding households.
I am writing to you to invite you to register your interest in work as an Electoral Registration Canvasser in 2018. As the role has changed so much from previous years, I recommend that you read the following letter, Job Description and Personal Specification carefully before registering.

Please note that you will be allocated a canvass area which will average 500 properties across a ward.  This means that your canvass area will cover more than one polling district i.e canvass area 1 will consist of polling districts PA, PB and PC. 
The canvass will begin on 3rd October and conclude on 15th November. Household Enquiry Forms and Invitation to register forms will be given out at the briefing session to be held on 3rd October.
HEF- Household Enquiry Form
You are required to canvass properties during October and November with Household Enquiry Forms (HEF) to ascertain who is eligible to vote at each address and return completed forms by 15th November 2018. You will be assigned a supervisor who will monitor your progress and collect completed forms at regular intervals.
ITR – Invitation to Registration Forms
You are required to deliver Invitation to register forms, encouraging residents to either use the online registration system to register to vote or to complete and return the ITR form. 
Briefing Sessions

You will be required to attend a training session on the 3th of October to brief you on your duties for the canvass and to collect your forms.  
Payment

The payment schedule is attached, with payments for The Canvass being made on the 14th of December.
If you would like to register your interest for this role I would be grateful if you would complete and return the attached form to election.jobs@stockport.gov.uk  by 10th of September 2018.  Please note that you are not guaranteed a post by completing this application form.

I look forward to hearing from you and if you have any further questions, please do not hesitate to contact me.

Yours sincerely
Caroline Cooke 

Electoral Services Manager
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Stockport Council

Job Description



	Post Title: Electoral Registration Canvasser

Service Area: CSS 

Directorate: Chief Executives

Team: Electoral Services

	Salary Grade: See attached breakdown of fees



	Post Reports to: Electoral Services Manager

Post Responsible for: n/a

	Main Purpose of the Job: 

· To deliver Electoral Registration Forms, 

· Inform residents of the new online registration system, 

· Encourage registration

· Assist residents to register where necessary



	Job activities: Summary of Responsibilities and Key Areas:    

You will be expected to:

· Attend a training session on 3rd of October 2018
· Hand-deliver Household Enquiry forms and Invitation to Register forms as instructed to properties that are occupied

· Obtain information about those entitled to be included on the electoral register

· Inform residents about the system of online registration

· Notify us about any properties that are unoccupied or where residents are not eligible to register.

· Return forms by no later than 15th November 2018
· Maintain regular contact with your supervisor ensuring completed forms are returned on a regular basis.
Optional Additional Casual Work

· Additional forms may be available for delivery throughout the canvass period.  If you indicate that you are available to do this, you will be contacted on an ad hoc basis with details of additional canvassing work available. Please note that you won’t be paid a bonus for the additional rounds you undertake, instead you will be paid per returned signed forms.
You can expect:

·  Full training

·  Stationery necessary to do your job

·  Direct Contact with Electoral Services

·  Payment for on 14th December



	Additional duties:

To work positively and inclusively with colleagues and customers so that the Council provides a workplace    and delivers services that do not discriminate against people on the ground of their age, sexuality, religion or belief, race, gender or disabilities.

To fulfill personal requirements, where appropriate, with regard to Council policies and procedures, health, safety and welfare, customer care, emergency, evacuation, security and promotion of the Council’s priorities.

To work flexibly in the interests of the service. 
To be polite and courteous to colleagues and the electorate.
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Stockport Council
Competency Person Specification

Post Title: Electoral Registration Canvasser

The criteria listed below represent the most important skills, experience, technical expertise and qualifications needed for this job role.  

	Competency

	
	Essential or desirable

	Experience as an Electoral Registration Canvasser


	Desirable

	Customer Service experience
	Desirable

	Experience in clerical or administrative work
	Desirable

	Literate and Numerate
	Essential

	Ability to handle and carry heavy objects
	Essential

	Ability to canvass several properties which will include walking long distances, up steep inclines or steps for long periods of time due to the nature of the role
	Essential

	Good Timekeeping
	Essential

	Understands and actively supports Stockport Councils diversity and equality policy.
	Essential

	To meet Stockport Council’s standard of attendance.
	Essential

	A willingness to be flexible in a changing environment 
	Essential


SCHEDULE OF FEES

HEF’s
20p per form issued
Plus
£1.40 per form completed and returned to the Elections Office.
ITR’s
20p per form issued
Plus
£1 per form delivered to a property where contact is made with a resident

Bonus

An additional £80 will be paid for satisfactory completion of your canvass area. This will only be paid if forms are returned to the elections office in a timely manner and you have completed all tasks as listed in the job description.
	CANVASS APPLICATION FORM

APPOINTMENT CANNOT BE GUARANTEED


	Vacancy Details


	Role Title:
	Electoral Registration Canvasser

	Area preferred: Preference 1
	

	Preference 2
	

	Preference 3
	


	Personal Details

	Title:
	

	First name(s):
	

	Last name:
	

	Known as:
	

	Date of Birth:
	

	Address:
	

	Postcode:
	

	Contact Number:
	

	Email address:
	

	National Insurance Number:
	

	Do you have access to your own transport?
	

	Are you an SMBC employee?
	


	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 
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