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DEPUTY ELECTIONS MANAGER
SALARY GRADE: HBC 7
	Halton Borough Council 

resourcing@halton.gov.uk


	Working at Halton

	Halton is a vibrant local authority with a rich history and heritage, featuring two iconic bridges that connect communities across the River Mersey. Located in Cheshire, Halton boasts excellent transport links between Liverpool and Manchester, as well as close proximity to both Liverpool John Lennon and Manchester Airports. 

Our progressive community strategy aims to bring about meaningful, long-term improvements that enhance lives. It’s an exciting time to join us as we develop new policies and transform the way people access services.

We are immensely proud that when asked what’s great about working for Halton, the most popular response from our workforce has been ‘our colleagues’. 

All our colleagues at Halton have made a positive commitment to delivering great outcomes for our communities.  Whoever joins us will share that passion for outstanding service, and strongly align with the values which define our workplace culture: 

· Working Together – building fantastic relationships with colleagues and customers 

· Continuous Improvement – Keeping great service delivery at the heart of everything we do

· Personal Growth – Learning, growing and developing ourselves 

· Accountability – doing what we say we are going to do

· Inspiring Leadership – positive roles models and leading by example

To read more about our values, click HERE
We are immensely proud that when asked what’s great about working for Halton, the most popular response from our workforce has been ‘our colleagues’.

Aside from working with a great team, our employees have access to a fantastic range of benefits, including:

· A generous annual holiday allowance starting at 34 days per year (including bank holidays), increasing with long service

· Membership of our defined benefit, salary-linked pension scheme with generous Employer Contributions
· 3 x Salary Life Cover via Local Government Pension Scheme

· Investment in your personal development 

· Free Car Parking at HBC sites 

· Flexible / hybrid working arrangements available 

· Car leasing schemes
· Essential Monthly Car User Allowance
For further information about all the benefits we offer, please click HERE.


	About the Job 

	We are looking for a dynamic and motivated professional to join our Electoral Services Team here at Halton. The borough of Halton consists of 18 wards and covers 2 parliamentary constituencies. As part of the Electoral Services Team you will work with colleagues across Merseyside to deliver Combined Authority Mayoral elections for Liverpool City Region and colleagues in Cheshire to deliver Police and Crime Commissioner elections for Cheshire.  With major legislative changes set to reshape the electoral landscape, this is a rewarding opportunity to play a key role at the centre of local democracy. You will work collaboratively with the Electoral Services Manager in all aspects of election delivery and electoral registration, as well as colleagues across the Council and external stakeholders to deliver a fair and transparent public service.
More specific responsibilities include:
· Support and deputise in the absence of or under the instruction of the Electoral Services Manager (ESM), providing operational leadership to the Electoral Services team and ensuring statutory functions of the Returning Officer (RO) and Electoral Registration Officer (ERO) continue to be delivered effectively.
· To provide supervision, training and support to the RO/ERO, Elected Members, potential election candidates and temporary staff as directed by the ESM or in the ESM’s absence.
· Support the ESM in project planning and management of the electoral processes and contribute to policy development whilst dealing with changing circumstances and priorities
· Lead on the maintenance of an accurate Electoral Register. Ensuring statutory electoral registration processes are met and resolving complex elector enquiries, including absent vote applications, special category elector applications and voter authority certificate applications.

· Lead on the operational delivery of the Annual Canvass, ensuring statutory deadlines are met and that all responses, enquiries and follow-up actions are completed accurately and efficiently.
· Oversee the preparation, publication and monthly updating of the Register of Electors, ensuring compliance with legislation, data protection requirements and Electoral Commission guidance.
· Assist with the submission of the necessary statistics and returns of performance standards to the Electoral Commission and Government Departments for both Elections and Electoral Registration.   
· Lead on promoting registration to maximize registration rates and involvement in planning strategic outreach work to promote numbers of those voting and increase the understanding of the democratic process. 
· Lead on defined elements of the operational planning and delivery of elections and referendums, including polling station arrangements, staffing, equipment, materials and logistics, under the direction of the Electoral Services Manager and Returning Officer.
· Recruit, train and supervise staff employed by the RO/ERO at times such as an election, referendum or annual canvass. Ensuring compliance with Halton Borough Council’s recruitment process and support the delivery of payroll for temporary staff with a working knowledge of real time information, payments, HMRC personal taxation.
· Maintain a thorough and up-to-date working knowledge of electoral law, Electoral Registration Officer and Returning Officer performance standards, and emerging best practice, attending relevant training and professional events as required.

· Contribute to the development, review and maintenance of operational policies, procedures and guidance notes, ensuring they reflect legislative changes and support consistent service delivery.
· Support the Electoral Services Manager in identifying opportunities for service improvement, efficiency and innovation within electoral registration and election administration.
· Assist the wider Democratic Services Team to deliver the governance services of the council and support Councillors with general enquiries.

· Undertake any other duties and responsibilities as may be assigned from time to time, which are commensurate with the grade of the job.

	About You

	The successful candidate will hold the Association of Electoral Administrators Certificate or Diploma and a minimum of 5 GCSEs (or equivalent) to include Maths and English grade C or above. In-depth knowledge and understanding of the laws, regulations, procedures and practices that apply to Electoral functions.
In addition you will have:

· Significant experience in the conduct of elections and other electoral events. 
· Experience of recruitment, employment, supervision and training of temporary staff.
· Experience of project management and project execution.
· Understanding of the processes and structure of local government, including, the contribution made by electoral services.
· Thorough understanding of GDPR including Data Share Agreements, Privacy Notices, the role of the ICO within Electoral Services, Subject Access Requests and Freedom of Information Requests.
· Highly developed communication, interpersonal skills, customer relations and mediation skills in order to create good working relationships with politicians, community representatives and external agencies at all levels.
· Ability to work effectively under pressure to meet tight deadlines and respond to conflicting demands, during lengthy periods of time i.e. during key registration and election periods operating effectively.
· A high degree of flexibility with the ability to organise, prioritise and take responsibility for a demanding and diverse workload.
· Adaptable “can do” attitude when faced with changing and challenging circumstances.
· Able to analyse and interpret information/government & electoral guidance from a variety of sources.
· Competent user of Microsoft Office and Electoral Management Software.
· Significant experience of organising own workload.
· Excellent political awareness skills and understanding of the importance of confidentiality for the service.
· Availability and commitment to working extended hours, including weekends, as required to meet the needs of the service.
· Capability to perform manual handling tasks, including lifting, putting down, pushing, pulling, carrying or moving loads regularly throughout the year.
As this role involves regular travel across the borough and sometimes further afield, a driving license and access to a vehicle are essential requirements.  Where appropriate, reasonable adjustments will be made in accordance with the provisions of the Equality Act.

The Council and its schools are committed to safeguarding and promoting the welfare of children, young people and adults and expect all staff, workers and volunteers to share its commitment.

	
	

	
	

	


