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J o b D e s cri pti o n  

S er vi c e:  El e cti o n s a n d D e m o cr ati c S er vi c e s  

J o b titl e:  El e ct or al S er vi c e s A s si st a nt  

Gr a d e:  D  

H o ur s of w or k:  F ull Ti m e 3 7 h o ur s  

R e s p o n si bl e t o:  El e cti o n s a n d D e m o cr ati c S er vi c e s M a n a g er

R e s p o n si bl e f or  

Dir e ct r e p ort s:  0  

I n dir e ct r e p ort s: 0  

B u d g et:  N / A 

P ur p o s e of P o st:  

T h e p o st h ol d er will f or m p art of a s m all t e a m w or ki n g cl o s el y wit h a n d s u p p orti n g  
t h e El e cti o n s a n d D e m o cr ati c S er vi c e s M a n a g er, R et ur ni n g Offi c er a n d El e ct or al 
R e gi str ati o n Offi c er  wit h t h e pr e p ar ati o n, m ai nt e n a n c e a n d p u bli c ati o n of t h e 
R e gi st er of El e ct or s , a n n u al c a n v a s s a n d r olli n g r e gi str ati o n a n d t o a s si st i n t h e 
or g a ni s ati o n a n d a d mi ni str ati o n  of all el e cti o n s a n d r ef er e n d a h el d i n 
H u nti n g d o n s hir e.   



2 8

Key Deliverables: 
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Knowledge and Qualifications Essential 

Desirable 

Experience Essential 

Desirable 
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Skills and Abilities Essential 

 

 

Desirable 
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Decision Making and Impact on 
Others 

Communication with Internal and 
External Customers 

Internal 

External 
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Personal Attributes and Other 
Requirements 

Essential 

 
HDC values 

 

Inspiring: 

 
Collaborative: 

 
Accountable: 
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Respectful: 

 
Enterprising
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Safeguarding and promoting the welfare of children and young 
people/vulnerable adults  


