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Job Description
	

	Post title
	EMB Projects and Operations Manager

	Responsible To
	Head of Office / Secretary to the 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 is responsible for the day-to-day administration of the EMB: developing ,operating and maintaining the systems and processes supporting the work of the Board.  They also contribute to the policy work of the EMB as it supports of Returning Offices, Electoral Registration Officers and others in the administration of elections in Scotland.
‘THE WHAT’ – MAJOR TASKS AND JOB ACTIVITIES
· Lead on the secretariat support to the EMB: planning and managing the meetings of the Board; 
· Organise and minute EMB meetings and issue relevant Board papers;
· Support any EMB sub-groups around areas of best practice; 
· Establish and operate the EMB’s systems for the management of requests under The Freedom of Information (Scotland) Act 2002 (FOISA);
· Lead on the establishment, operation and reporting of the EMB’s other governance requirements including the submission of financial information, annual reports and strategic plans;
· Develop and manage the EMB’s website ensuring it is an accessible resource for ROs, EROs and other stakeholders;
· Plan, support and assist in the delivery of training, seminars and conference events for the electoral community in Scotland;
· Liaise with key stakeholders including ROs, EROs, local authorities, Scottish Government, the Electoral Commission, UK Government (MHCLG), suppliers, the AEA and EMB members;
· Contribute to the EMB’s strategic policy objectives in support of elections including the development of directions;
· Assist in the drafting of a range of material contributing to research, drafting papers (for internal use or for consideration by the EMB or staff) consultation responses and preparing and making presentations to internal and external stakeholders on related issues;
· Support the communications work of the EMB, drafting media releases and supporting the work of the Convener and Head of Office;
· Support the Head of Office in the delivery of regular briefing events and material throughout the year for ROs, EROs and their staff;
· Contribute to EMB policy issues, risk management, evidence gathering, research and advice;
· Other general duties
THE HOW - KNOWLEDGE AND SKILLS (E.G. CREATIVITY, INNOVATION, CONTACTS & RELATIONS, DECISION MAKING)
· The post will assist the development and implementation of proposals relating to provision of EMB services.
· Some understanding of and experience in the administration of elections would be helpful.
· Experience in the development and management of office systems will be needed.
· Contribute to decisions made in relation to EMB in consultation with the Head of Office and Convener or relevant EMB stakeholders where appropriate.
· This will involve solving a range of Governance and election related issues and giving advice based on technical/specialist knowledge.
· Contacts will relate to the delivery of a specialist service and the provision of specialist advice on electoral administration issues.  As such the post will have some authority in the provision of technical/specialist advice relating to their area.
· The post will assist work with a range of external bodies.
· The post will undertake work to assist in developing specialist EMB policies, systems and services.
· The post will provide advice and recommendations to external customers in relation to their area of technical/specialist knowledge.
· The post will monitor standards in relation to EMB services and will take action to ensure standards are applied equally across the EMB.
· Decisions will have an impact on the internal operations of the EMB and on the provision of services to ROs, EROs and other stakeholders.
· Ability to interpret, analyse and present a range of complex information for a variety of audiences using appropriate communication channels.
· [bookmark: _Hlk503521141]This will usually mean the post holder is qualified to SVQ4 or equivalent or be able to demonstrate relevant experience.
· The post will also require a range of additional knowledge and skills to work flexibly across the work of the EMB.
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)
· Responsible for supervision of one administration post.
· The post holder will work occasionally in multi-disciplinary teams

[bookmark: _Hlk498505936]RESOURCES
· The post will have some responsibility for non-staffing budgets including the operation of financial reporting systems
· 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.
image1.jpg
E M B Electoral Management
Board for Scotland




