Electoral Management Board for Scotland (EMB)
Projects and Operations Manager
	Person specification, Skills, Experience & Qualifications

	Category
	Requirement
	Essential or Desirable (E / D)
	How to assess? (A / I / T)

	Qualifications
	Relevant degree or compensation professional qualification, or equivalent relevant professional development.
	D
	A

	
	Relevant professional qualification in administration, business management, project management, public administration or a related discipline.
	D
	A

	
	Relevant qualification or training in electoral administration, governance or information management
	D
	A

	Experience
	Experience of developing, implementing and managing administrative systems and office procedures.
	E
	A

	
	Experience of preparing reports, briefings, correspondence and other written material for a range of audiences
	E
	A

	
	Experience of managing competing priorities, planning workloads and delivering work to deadlines with limited supervision.
	E
	I

	
	Experience of providing secretariat support to senior management, boards or committees, including preparing papers, agendas and minutes
	D
	A

	
	Experience of working collaboratively with a range of internal and external stakeholders
	E
	A

	
	Experience of supervising or coordinating the work of other staff
	D
	A

	
	Experience of working in electoral administration, local government or a related public sector environment
	D
	A

	
	Experience of supporting governance arrangements, including financial reporting, strategic planning and statutory reporting requirements
	D
	A

	
	Experience of organising training events, seminars, conferences or stakeholder meetings.
	D
	I

	
	Experience of maintaining websites and supporting organisational communications
	D
	I

	
	Experience of contributing to policy development, research or consultation exercises
	E
	I

	Knowledge and skills
	Excellent organisational and administrative skills, with the ability to plan, prioritise and manage a varied workload
	E
	A / I

	
	Excellent written and verbal communication skills, including the ability to communicate complex information clearly and accurately
	E
	A / I

	
	Strong analytical and problem-solving skills, with the ability to interpret information, identify issues and recommend practical solutions
	D
	A / I

	
	Ability to work independently, exercise sound judgement and take initiative within agreed responsibilities
	E
	A / I

	
	Strong interpersonal skills and the ability to develop effective working relationships with a wide range of stakeholders
	E
	A / I

	
	High level of digital literacy, including proficiency in Microsoft Office applications and the use of electronic information management systems
	E
	A / I

	
	Ability to maintain accurate records, manage information effectively and handle sensitive or confidential material appropriately
	E
	A / I

	
	Understanding of the principles of good governance, accountability and effective administration
	E
	A / I

	
	Ability to work flexibly, adapt to changing priorities and contribute effectively within a small team
	E
	A / I

	
	Knowledge of the electoral framework in Scotland, including the roles of Returning Officers, Electoral Registration Officers and the Electoral Commission. 
	D
	A / I

	
	Understanding of the statutory functions and responsibilities of the Electoral Management Board for Scotland
	D
	A / I

	
	Knowledge of the Freedom of Information (Scotland) Act 2002 and its practical application
	D
	A / I

	
	Knowledge of public sector governance, financial reporting and risk management arrangements
	D
	A / I

	
	Skills in website content management and preparing communications for different audiences
	D
	A / I

	
	Understanding of the policy and legislative environment relating to Scottish Parliamentary and Local Government elections.

	D
	A / I

	A = Application / CV / supporting statement. I = Interview. T = Test
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