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OLDHAM COUNCIL

JOB DESCRIPTION

	Job Title: 


	Deputy Elections & Land Charges Manager

	Directorate:  
	Chief Executives and Corporate Services
	Division/Section: 


	Legal & Democratic Services

	Grade:  


	
	JE Reference:
	8161


	Job Purpose



	In conjunction with the Head of Elections and Land Charges run the day-to-day delivery and management of the Elections and Electoral Registration Service to ensure the organisation of Parliamentary, European, Local and Parish elections and Referenda and the efficient and accurate compilation and maintenance of the Electoral Register, including the observation and provision of all statutory and regulatory issues, the appointment of staff and production of the registers.

To deputise in the absence of the Head of Elections and Land Charges in relation to Elections, Electoral Registration and Land Charges to ensure continuity and accountability

To assist the Head of Elections and Land Charges with periodic and statutory reviews in line with statutory requirements.

Provide effective operation and supervision of the Local Land Charges function and maintenance of the Common Land Register.



	Key Tasks



	Election Duties 

Organise parliamentary, European, Municipal, any associated by-elections and referenda on behalf of the Returning Officer/Deputy Returning Officer ensuring that the Returning Officers statutory obligations and deadlines are met and with accuracy.

Recruit, appoint and train temporary staff in relation to election duties

Ensuring all temporary staff involved in an election are paid correctly.
Ensure that all premises associated with an election are available, hired and fully staffed. Liaise with the police regarding security aspects at all such premises.

Arrange and monitor procedures in relation to absent voters

Ensure that Candidates and their Agents receive nomination documentation and official notices

Receive, check and accept/reject nomination and consent papers for Candidates and Agents for all Elections on behalf of Deputy Returning Officer.

Liaise with the Home Office on matters relating to the purchase of specialised equipment for Parliamentary and European elections.

Maintain adequate stock of stationery and equipment and ensure that all staff are provided with stationery and equipment necessary to undertake their duties

Ensure statutory documents associated with an election e.g. notices, ballot papers, poll cards etc are printed, published and distributed in accordance with regulations.

Ensure the security of election material after each election as prescribed by Statute and Regulation.
Provide central control facilities on polling days at Parliamentary, European and Municipal elections

Organise and manage the counting of votes at Parliamentary, European and Municipal elections in order to assist the Returning Officer/Deputy Returning Officer in returning election results 

Organise and control periodic reviews of existing Polling Stations as to their suitability for continued use. Inspect new premises as to their suitability for use as Polling Stations in the future.

Assist the Returning Officer or nominated officer in any review of polling arrangements

Provide advice and operate other elections as may be required by the Council on an ad hoc basis, e.g. Housing Tenants Associations, Racial Equality Council.

Act as an adjudicator with regards to postal votes and doubtful ballot papers.

Assisting with the management of and detection of fraudulent activity and taking remedial action as appropriate.

Registration Duties 

Organise the preparation and publication of the annual Register of Electors, the monthly Rolling Registration Electors Lists and Electors Lists on behalf of the Electoral Registration Officer to ensure that statutory deadlines are met.

Recruit, appoint and train temporary staff in relation to electoral registration duties.

Arrange the payment of all temporary staff. Determine rates of pay for canvassers complete all relevant documentation and ensure that agreed timetables are met.

Monitor progress towards the preparation of the annual Register of Electors, the monthly Rolling Registration Lists and Electors Lists to ensure that statutory publication deadlines are met.

Arrange the printing of all material associated with the revisions of the Register of Electors and Electors Lists.

Secure transmission of sensitive personal data to various recipients including external organisations and government departments.

Responsibility for initiating the processes and procedures for IER for use within Electoral Services including working with Heads of Service and Executive Directors across the council to ensure practical implementation and data sharing.

Promoting and publicising the voting process, elections and referenda within the Oldham Borough, the annual registration process and any changes to either process e.g. IER

Managing the collection, secure storage and destruction of personal data- contained on registration forms, monthly registration forms, IER forms, nomination papers, staffing application forms, supporting documentation etc – National insurance numbers, phone numbers, dates of birth, email addresses, names, addresses etc.

Delivering formal presentations and training to a range of people, including other members of staff, staff recruited to work on the election and electoral registration canvass, senior managers, chief officers, community groups, elected members, under- represented groups,  disadvantaged groups and electors in a way which supports education. 

To coordinate and take part in home visits to assist electors as required by statute.

Land Charges Duties

Maintenance of the Council’s Register of Local Land Charges, the prompt and accurate answering of requisitions for searches of the Register and any supplementary enquiries, including sending completed searches to solicitors.

Answer correspondence on more complex matters arising out of the function of the Local Land Charges service.

Office Administration

Deal with complaints relating to all the services provided by the Unit. Responsible for ensuring a high level of customer care in the service.

Responsible for the ordering goods, processing of invoices and the day to day management and monitoring of budgets for Elections, Electoral Registration and Land Charges.

Provide advice to Elected Members, MPs, MEPs, Candidates, Agents and members of the public on matters relating to Elections and Electoral Registration.

Maintain the Land Charges and Elections/Electoral Registration computerised systems.

To ensure compliance with the Data Protection Act 1998 as a data controller and data processor and mitigating the significant risks in view of the volume and type of personal data being processed and the need for absolute security control measures.

Ensuring the encryption of data for transmission to and receipt from various government organisations.

Financial

Responsible for working in accordance with the financial regulations and procedures of the council.
Receipt of cash/cheques in respect of the sale of the Electoral Register, marked copies of the polling station registers, confirmation letters, pension stamps, hire of polling equipment and Local Land Charge searches.

Control of stock for use in the office, polling stations, count venues, land charges and canvassers. 

Promotion of the Service 

Assist the Elections and Land Charges Manager in responsibility for service developments  to:​-

Increase voter participation and comply with statutory duties under the Electoral Administration Act 2006, enhance Electoral Registration total in accordance with the statutory duty to encourage electoral participation. 

Operate pilot schemes in line with the Central Government’s Modernising Agenda and lead on legislative changes affecting the service.

Assisting with the Authority’s introduction of Central Governments National Land and Property Gazetteer.

Attending various committee meetings to present and review statutory issues and reviews e.g. Polling Place and Polling District changes.

Attend meetings and conferences in order to identify Best Practice and review new systems.

Programme and monitor progress in meeting the needs of customers and develop plans to achieve quality awards such as Investors in People and Charter Marks.

Set standards in accordance with customer care practices/policies, monitoring performance against these standards and producing performance indicators as required.

Engaging and participating with AGMA on a monthly basis and contributing towards collaborative working with AGMA wide plans.

Contribution to Public Sector Reform

Staff Supervision 

Provide day to day supervision to the Administration Assistants in the team and allocation of duties.  Ensure staff are fully trained in the unit duties and responsibilities in order to maintain a workforce which is flexible, interchangeable and capable of meeting unit objectives. Review and monitor staff training and development.  Train and supervise any temporary staff allocated to the team.  

Assist in the promotion of community cohesion, equal opportunities and diversity within the Council and the wider community.

Any other duties of an equal nature appropriate to the post as may be determined by the Head of Elections and Land Charges and Director of Legal.



	Standard Duties:



	1.
	To actively promote the equalities and diversity agenda in the workplace and in service delivery.



	2.
	To uphold and implement policies and procedures of the Council, including customer care, data protection, finance, ICT, safeguarding and health & safety policies.



	3.
	To actively engage with the behaviours and values of the Council to promote and support our Co-operative Agenda.



	4.
	To undertake continuous professional development and to be aware of new developments, legislation, initiatives, guidelines, policies and procedures as appropriate to the role. 



	5.
	Undertake any additional duties commensurate with the level of the post.




	Contacts: 

Internal
Chief Executive, Chief Officers, Party Leaders, Leader of the Council, Officers of the Authority, Temporary electoral staff, Elected Members

External

Public, Boundary Commission, Electoral Commission, Inland Revenue and DWP, MPs, Candidates and Agents, Government Officials, Police, Solicitors, Officers of other local authorities, NW Branch Elections Officers Association




	Relationship To Other Posts In The Department:



	Responsible to:  

	Head of Elections and Land Charges

	Responsible for:
	3 BSO / Temporary electoral staff / Canvassers


	Special Conditions: 
This is a politically restricted post




	Values and Behaviours:



	We have a clear set of values that outline how we do business. We share these Borough-wide with our residents, partners and businesses:

· Fairness - We will champion fairness and equality of opportunity and ensure working together brings mutual benefits and the greatest possible added value. We will enable everyone to be involved.

· Openness - We will be open and honest in our actions and communications. We will take decisions in a transparent way and at the most local level possible.

· Responsibility - We take responsibility for, and answer to our actions. We will encourage people to take responsibility for themselves and their actions. Mutual benefits go hand-in-hand with mutual obligations.

· Working together - We will work together and support each other in achieving common goals, making sure the environment is in place for self-help.

· Accountability - We recognise and act upon the impact of our actions on others and hold ourselves accountable to our stakeholders.

· Respect - We recognise and welcome different views and treat each other with dignity and respect.

· Democracy - We believe and act within the principles of democracy and promote these across the borough. 

	Internally we’ve translated these values into five Co-operative behaviours which outline the priority areas of focus for staff at all levels.
· Work with a Resident Focus

· Support Local Leaders

· Committed to the Borough

· Take Ownership and Drive Change

· Deliver High Performance 

More information around our Values and Behaviours can be found on our Greater.Jobs pages.
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PERSON SPECIFICATION

Job Title:    Deputy Elections and Land Charges Manager  
	
	Selection criteria 

(Essential)
	Selection criteria 

(Desirable)


	How Assessed

	Education & Qualifications


	Have or willingness to work towards an Elections professional qualification (i.e.: Certificate in Electoral Administration)
	Attendance on official Elections training courses/seminars
	AF

	Experience


	Recent and proven experience in electoral administration 

Recent and proven experience of elections and electoral registration software

Recent and proven experience of organising and delivering major elections, the annual canvass process and the rolling registration process

Experience of motivating staff and undertaking a variety of supervisory duties such as recruitment and monitoring performance

Experience of processing and monitoring orders and payments 

Experience of delivering presentations and training sessions to a variety of audiences

Experience of giving advice and guidance to others which could potentially be complicated and sensitive in nature

	
	AF / I
AF / I

AF / I

AF / I

AF / I

AF / I

AF / I

	Skills & Abilities


	Ability to work in a political environment, including the ability to remain impartial and recognise and respond appropriately to politically charged issues

Excellent written and oral communication skills to write reports/documents and deliver presentations / training in a format appropriate to the audience.

Analytical skills to interpret information to solve varied problems.

Initiative to work without supervision and organisational skills to plan and arrange own work to meet strict legislative deadlines

Interpersonal skills to establish & maintain professional working relationships to further the provision of the Elections and Land Charges Service

	
	AF / I

AF / I

AF / I

AF / I

AF / I

	Knowledge


	Knowledge of and the ability to interpret the Representation of the People, Electoral Administration Act and associated legislation
Knowledge of local government, structures and decision making processes.

Understanding of information security, integrity and confidentiality and the requirements of data protection within the Elections and Land Charges service.
Knowledge of electoral registration and election processes, procedures and best practice 

	
	AF / I
AF / I

AF / I

AF / I

	Work Circumstances


	Able to assist with heavy manual handling tasks such as moving ballot boxes, boxes of ballot papers and other election equipment and stationery

Flexible working patterns will be required to meet the demands of the post, including unsociable hours which sometimes conflict with social and domestic arrangements.
Must be prepared to travel as required by the demands of the job.

	
	I

I

I




Abbreviations: AF = Application Form; I = Interview; AC = Assessment Centre; T = Test
NB. - Any candidate that meets the criteria of our Guaranteed Assessment Scheme and meets the essential criteria will be guaranteed an interview. Our Guaranteed Assessment Scheme supports candidates with disabilities, those who are aged 24 or under and have previously been in or currently in care, and those whose last long term substantive employer was the Armed Forces.
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