	SEVENOAKS DISTRICT COUNCIL
Corporate Services


	
	JOB  DESCRIPTION
	

	
	

	
	

	TITLE OF POST
	Electoral Outreach Canvasser/Office Assistant

	
	

	POST NO.
	

	
	

	SECTION
	Electoral Services

	
	

	BAND
	C1

	
	

	RESPONSIBLE FOR
	n/a

	
	

	RESPONSIBLE TO
	Electoral Services Manager

	
	


Purpose of Post: 

To support the service in delivering Individual Electoral Registration (IER) by ensuring that a complete and accurate electoral register is compiled and that the service meets the legislative requirements.
Key Activities:

· To visit properties across the district where no response has been received by Electoral Services to encourage individuals to register to vote by completing an Invitation to Register (ITR) form, or by registering online and to complete a Household Enquiry Form (HEF), or by responding online.
· To advise members of the public on the completion of ITRs and HEFs, or assisting them to complete these online.
· To leave calling cards and make appointments to re-visit non-responding individuals and householders.
· To speak to individuals directly, explain the IER process and have the necessary interpersonal skills to be able to elicit the relevant personal information on order for the forms to be completed.
· To accurately record information about properties, including identifying new properties and properties that no longer exist.  

· To visit care homes and other communal residences, and liaise with managers and staff to ensure the registration of their residents.
· To effectively communicate with a range of individuals in a professional and sensitive manner.
· To have an understanding of the IER process and the eligibility criteria to be able to assist individuals, determine whether information or evidence supplied is acceptable and explain the consequence of non-compliance.
· To be conversant with IT applications and be able to assist individuals to complete forms using a handheld electronic device

· To be able to deliver workshops and information sessions on IER to a range of audiences.

· During periods when you are not undertaking electoral work, to ensure that scanning and indexing services are carried out and completed to a high standard within the agreed Service Level Agreement times.

· To carry out the following scanning and indexing activities:
· Scanning and indexing corporate data as required.
· Microfilming (archiving and viewing only).

· Updating databases and records of document held throughout the Council.

· Ensuring that all scanning and data management equipment is kept in excellent working order.

· To be responsible for prioritising your own workload, ensuring visits are carried out within the time limits set, keeping accurate records of your visits and actions taken, reporting to the Electoral Services Manager at least twice a week.

· If necessary, to assist in the administration for elections. 
· To participate in any relevant training for the duties of the post and support the Electoral Services Manager in meeting the objectives of the Council.
· To ensure that information is stored securely in accordance with data protection and confidentiality requirements.
· To comply with all the policies and procedures of the Council (e.g.  Equal Opportunities, Safeguarding and Health and Safety.
· To embrace the values and behaviours of the Council. 
· To carry out any other related duties as may be directed from time to time by the Electoral Services Manager.
· Given the nature of the work, to work to a working pattern which amounts to 37 hours per week over the course of a month but includes within this one Saturday per month on an agreed rota.
This post is Politically Restricted under the requirements of the Local Government & Housing Act 1989. 
Location:
Council Offices, Argyle Road, Sevenoaks and Various across the District
SEVENOAKS DISTRICT COUNCIL
Corporate Services
	
	PERSON  SPECIFICATION
	

	
	
	

	TITLE OF POST
	Electoral Outreach Canvasser /Office Assistant
	

	
	
	

	POST NO.
	
	


	
	Essential


	Desirable

	· Approach
	· Able to deal confidently and tactfully with members of the public and individuals who may be unable and/or unwilling to engage

· Excellent customer service and communication skills

· Ability to demonstrate impartiality and political sensitivity
· Ability to work with people at all levels of the council

· Ability to manage and prioritise conflicting demands effectively

· Willing to take a flexible approach to duties
· Strong self-motivation and an ability to work with a minimum of supervision
	· Willingness to learn new skills
· Good team working skills

	· Skills/
       Experience
	· Experience of electoral registration, canvassing or election duties
· IT and keyboard skills, proficient in relevant Microsoft Office and web application
· Good written communication, literacy and numeracy skills
· Experience of dealing with people and working with communities of groups
· Ability to work flexibly

· Good organisational and time management skills

· Accuracy and attention to details

· Awareness and appreciation of data protection issues.
	· Experience of census duties

· Previous customer-service experience

· Previous experience of electronic data management software

· Experience of using Xpress electoral software.
· Knowledge of the Sevenoaks District Council area. 

· Previous administrative experience.

	· Qualifications


	· Five GCSEs or equivalent at grades A-C; subjects must include Maths and English
	· 

	· Other
	· Willingness to undertake relevant training
· Full driving licence and your own vehicle

· Ability to work flexible hours to include evenings and weekends

· Ability to work outside in all weathers

· Medically fit to carry out the duties of the post
	· Avoid holidays during peak work times


