	RENFREWSHIRE VALUATION JOINT BOARD

JOB OUTLINE

	

	POST TITLE:
	SENIOR ADMIN OFFICER
	POST REF:
	RVJB/2026/005

	GRADE:
	GRADE 5 

	SECTION:
	ADMINISTRATION

	REPORTING TO:
	ADMIN MANAGERS


	PRINCIPAL ROLE:

	To assist in the processing of a comprehensive range of clerical work associated with the
compilation and maintenance of the valuation roll, council tax list and electoral register.
To assist the Admin Managers in the supervision of Clerical Assistants in the preparation and maintenance of the valuation roll, council tax list and electoral register.



Key tasks for which the post holder will be responsible:


1. Provide clerical support to the Admin Managers and be responsible for day-to-day supervision, task allocation and prioritisation of workload for clerical staff.  This includes involvement in first line absence reporting in line with the Board’s Managing Absence Policy, performance monitoring, as well as discipline and grievance procedures.
2. Supervise the processing of Electoral Registration forms including those arising from rolling registration and annual canvass
3. Support the Admin Managers in planning for and delivering the annual canvass.  Supervising both in house and external electoral canvassers and, if required, undertaking door to door canvassing. 
4. Assist the Admin Managers, in all administration tasks and supervision of staff, in delivering an electoral event.
5. To assist in the interviewing of clerical/administrative staff in accordance with the Board’s Recruitment Policy.

6. To monitor and control the achievement of performance standards within the clerical section to ensure the Electoral Registration Officer (ERO) is delivering an efficient and effective electoral registration service.
7. Responsible for the distribution of Electoral Registers for the three constituent authorities to support the ERO in fulfilling their duty to supply the registers to organisations, elected representatives and candidates, strictly in accordance with electoral legislation and timescales for distribution.
8. Liasing with the recipients of the Electoral Registers to ensure they are aware of the restrictions on use, the penalties for misuse and responsibility for secure destruction of the registers once the purpose has expired. 
9. Responsibility for maintaining records of every person and organisation supplied with a register in line with the principles of processing personal data.
10. Operate a range of in-house computer systems including the electoral management system, the non-domestic valuation system and the council tax valuation system.
11. Assist in the maintenance of accurate computerised and manual recording systems relating to the Board’s three core functions; Valuation Rolls, Council Tax Lists and Electoral Register.
12. Manage the data within the Board’s Core Valuation system for both Non-Domestic Rates and Council Tax.
13. Assist in the identification, investigation and implementation of new work practices to improve the quality and efficiency of the clerical team and/or deal with changes to electoral legislation.

14. Create training manuals for any new work practices and ensure they are in line with the Board’s policies, procedures and legislation.
15. Compilation and presentation of statistical information and returns.
16. Process Absent Voter applications for all types of electors to maintain an up to date Absent Voter List.
17. Process information received from Register of Scotland, Unitary Authorities, private and  social landlords.
18. Process statutory valuation roll and council tax valuation list changes.
19. Other ad hoc duties as designated by the Admin Managers 
20. To adhere to the Board’s commitment to health and safety, supporting attendance, equalities and compliance with all relevant policies
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