Duties of the Electoral Records Officer

Electoral Records Officers do not have the responsibilities of Electoral & Registration Services Manager/Officer, but they must know the procedures for the annual canvass/audit of register of electors.

Every year each local authority has a statutory duty to write to every property in its area in order to update the electoral register.  Local authorities also have a duty to visit properties in order to get voter registration/annual canvass forms.  In Hart district we target areas where we have very poor response rates.

The Electoral Records Officers main duties are to:

· read and understand the procedure for electoral records officers;

· familiarise themselves with the councils codes of conduct on Lone Working, and risk assessment;

· familiarise themselves with the councils staff handbook and the disciplinary rules and procedures;

· attend necessary training covering all aspects of your duties;
· visit on one or more occasions properties within a designated area to collect / complete registration forms and ensure that they are fully completed;

· wear your id. badge at all times whilst visiting properties;

· be contactable by mobile telephone whilst visiting properties;

· advise electors on how to complete the voter registration form;

· where no contact is made, to leave additional forms, guidance notes / personalised letter and a freepost envelope;

· attend the elections office in person at regular intervals as directed by the electoral registration officers;

· record information about new properties, roads or sub-roads;

· sorting collected forms into categories, as directed by the elections office staff;

· adopt an un-officious, non-confrontational approach when making contact with households;

· maintain other clerical records, as necessary; and

· ensure that that all documentation has been completed fully and authorised by the Electoral & Registration Services Manager / Officer.

You will be working out of normal office hours therefore you must take all reasonable precautions for your own personal safety.  Advice on this is provided in the electoral records officer procedures.

