Electoral Management Board for Scotland (EMB)
Business Support Administrator (Part Time 0.5 FTE)
	Person specification, skills, experience & qualifications

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

	Experience
	Experience of communicating complex information to the public or other stakeholders 
	E
	A

	
	Experience of using and maintaining information resources (databases, spreadsheets etc.)
	E
	A

	
	Experience of organising meetings or events 
	E
	A

	
	Experience of supporting communications work, such as drafting and issuing newsletters 
	E
	A

	
	Experience of managing multiple tasks and prioritising workload effectively
	E
	I

	Other requirements
	Good attention to detail, with a thorough and methodical approach
	E
	A

	
	Knowledge of the electoral system and political structures in Scotland and across the UK
	D
	I

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



