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Job Description
	

	Post title
	EMB Business Support Administrator

	Responsible To
	Projects and Operations Manager : Electoral Management Board  

	Number of post holders
	1

	Work Location
	Hybrid / Work from home with regular meetings in Edinburgh 


The Electoral Management Board for Scotland (EMB)
The EMB is a body corporate following the commencement of the Scottish Elections (Representation and Reform) Act 2025, established originally under the Local Electoral Administration (Scotland) Act 2011.  The EMB has the general functions of co-ordinating the administration of Scottish Parliamentary Elections, and Local Government Elections in Scotland.  
This involves assisting Returning Officers, Local Authorities and others in carrying out their functions in relation to elections, promoting best practice by providing information, advice and training.  The aim is to ensure that operations are in the interest of the voter, with elections producing results in which all can have full confidence.
Purpose of Job
The post holder will provide general business support the EMB, the Convener of the Board, Business Delivery Manager, and the Head of Office.
‘THE WHAT’ – MAJOR TASKS AND JOB ACTIVITIES
· Provide a reliable business support service for the EMB through a variety of formats including; telephone, face to face, email, and online.
· Basic financial administration around monitoring or expenditure, processing of invoices, dealing with expenses claims etc
· Support the Convener of the EMB with office support including administering travel arrangements, typing of letters and reports, and the production and formatting of presentations and documents.
· Work proactively to facilitate business support to the full range of EMB activities.
· Undertake the basic financial administration for the EMB, processing of invoices, management of expenses etc.
· Handle sensitive and personal information in line with appropriate policies and confidentiality guidelines.
· Work within the EMB team dealing with requests through the provision of information, guidance, or progressing requests to other EMB colleagues.
· Work within agreed timescales to meet legal and statutory obligations, for example with respect to FOI and other reports.
· Use appropriate systems to process service requests or updates for EMB services.
· Support the day-to-day management of the EMB website.
· Liaise with stakeholders during formal consultations and at other periods.
· Act as first point of contact for queries from RO teams, councils and others in respect of EMB work, responding to social media and media queries, escalating to managers as necessary.
· Liaising with key stakeholders including ROs, EROs, local authorities, Scottish Government, EMB members and Commissioners.
· Other general duties 
THE HOW - KNOWLEDGE AND SKILLS (E.G. CREATIVITY, INNOVATION, CONTACTS & RELATIONS, DECISION MAKING)
· The post will require knowledge and skills in a range of business support tasks at SVQ2 (or equivalent).
· A detailed knowledge of relevant computer systems and an understanding of business support.
· The post should be able to demonstrate analytical, problem-solving skills and the ability to assimilate and effectively communicate information.
· Experience of working in an office environment with a demonstrated ability to meet targets is essential.
· Some understanding of and experience in the administration of elections would be helpful.
· The post will require creativity in solving a range of customer contact problems and issues.
· The post will be required to contribute and participate in developing and revising business processes to improve service standards.
· The Business Support Administrator will be expected to liaise regularly and have ongoing contact with ROs, EROs, and other stakeholders, dealing with various enquiries about EMB work.
· The post will be required to develop an understanding of the services being delivered by the EMB.
· The post will have a range of contacts, both internal and external, reflecting the varied nature and diversity of EMB activity and will resolve a range of issues.
· The post will make a range of decisions relating to the provision of business support services.
· The post will ensure relevant legislation, regulations, policies, procedures and other relevant conditions are applied appropriately.
· The post will report to the Head of Office on issues relating to service provision
· The post will ensure; all relevant details are accurately collated and recorded, locate information required, and provide clear and comprehensive responses which meet the needs of customers. 
· The post determines the most appropriate method of dealing with customers and ensures that the enquiry is dealt with appropriately. 
· The post ensures that work is kept up to date and work is prioritised.
ENVIRONMENT 
· The post holder will work under direction but may have some autonomy to allocate their own time longer term to resolve problems, queries and interruptions.
· Will be supervised and directed by senior staff
· Expected to manage their own tasks and agree any prioritisation of these with their direct supervisor.  
· Although the post may be exposed to some physical demands these will be predominantly within the range of normal office-based activities.  
· Although the post may be exposed to some adverse working conditions these will be predominantly within the range of normal office-based activities.
· Although the post will have some requirement to take care in relation to the working environment, work activities and dealing with people this will not be more than the normal required of a EMB employee.
· It is expected that the work will predominantly be home based with regular meetings in the offices of the EMB.
SUPERVISION AND MANAGEMENT OF PEOPLE (NUMBERS AND TYPE OF STAFF)
· [bookmark: _Hlk498505903]The Business Support Administrator will have no direct line management responsibility
[bookmark: _Hlk498505936]RESOURCES
· The post ensures that all data, records, and systems are kept up to date, ensuring that all relevant details are accurately collated and recorded,
· The post will have shared responsibility for the security and maintenance of EMB information systems.
Health and Safety
The EMB must abide by relevant health & safety and employment law, as well as the common law duty of care. All members of staff are required take care for their personal health and safety and that of others who may be affected by their actions or inactions.  You are therefore required to carry out your duties in a safe manner in accordance with instructions and in compliance with safety rules/procedures, regulations and codes of practice.  You are required to advise your line manager if you become aware of any unsafe practice or condition or if you have any other safety concerns and should comply with accident and near-miss reporting procedures.
If you supervise, manage or lead other staff, you are also responsible for ensuring that the EMB’s operations are carried out in such a way that ensures, so far as is reasonably practicable, the health, safety and welfare of those staff and that of any others who may be affected.  You will therefore conduct relevant risk assessments and assign duties with appropriate instructions, in compliance with safety rules/procedures, regulations and codes of practice.  You will address and/or escalate any issues of any unsafe practice, condition or any other safety concerns you identify or that are brought to your attention, taking appropriate advice as necessary and will ensure that accident and near-miss reporting procedures are understood and complied with.
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