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Job description








Job Title:

Senior Adviser (Registration)
Directorate:

Regulation 

Responsible to:
Registration Manager
Responsible for:
-
Overall purpose of the post

To lead on the provision of advice and guidance regarding registration and to lead on the processing and assessing of registration applications and updates pursuant to the Political Parties, Elections and Referendums Act 2000 (PPERA) and on the maintenance and development of the Commission’s registration policies and procedures
Main Responsibilities

The main responsibilities are to:

· lead on the provision of advice and guidance to stakeholders in relation to the Commission’s registration function and to provide advice and guidance particularly in relation to complex queries
· process, and lead on the processing of, applications relating to the Commission’s registration function

· undertake assessments of applications relating to the Commission’s registration function to inform and make recommendations for the Commission’s decision making processes

· lead on the undertaking of, and undertake, the maintenance of the content of the Commission’s registers of entities and to create, update and develop the content of the relevant sections of the Commission’s websites as required
· proactively work to identify and resolve developing issues relating to the registration processes, including the conduct of reviews of registration procedures and controls 
· ensure that existing guidance on registration remains accurate, up to date, responsive to the needs of those who use it and is robust so as to withstand close legal scrutiny

Additional details
The post-holder will be expected to become a recognised expert in the field of registration and to keep their knowledge of the relevant legislation up-to-date. The post-holder will use that expertise to fulfil this role in a way that is consistent with the Commissions’ applicable policies and procedures, including the Quality Management System procedures. As a Senior Adviser, the post-holder will be expected to use their expertise to answer complex queries and handle novel or complex matters, and to lead on and process applications relating to registration including assessing them against the statutory framework.

The post-holder is also expected to assist and contribute to projects by managing the delivery of, and contributing to, work-streams and project plans. The post-holder is also expected to support and contribute to work across the Regulation directorate and the Commission as appropriate and as directed by line management.
Key working relationships
The post-holder will liaise with colleagues across the Commission as necessary in order to ensure the effective management of the responsibilities of the post. The post-holder will liaise with colleagues in the Communication team to identify and resolve potential handling issues in relation to the register, with input from the Registration Manager and the Head of Registration and Reporting. 
The post-holder will be a first point of contact for people wanting to contact the Commission regarding the registration process.  The post-holder will develop and maintain relationships with key stakeholders, attend stakeholder events to represent the Commission as required, and provide briefings for senior staff in respect of such events.
This job description reflects the present requirements of the post and should not be seen as an exhaustive list of responsibilities.  Duties and responsibilities may develop and change in consultation with line management.
Person Specification
	Competency
	Requirement
	Essential or

Desirable

	Specialist knowledge and experience
	Degree level education, relevant professional qualification or equivalent experience
Experience of developing and managing relationships with external stakeholders

Experience of providing information to the public

Familiarity with, and interest in, UK political systems and structures, electoral issues and political parties

Experience of finding relevant information to resolve queries using a variety of methods including the internet
Experience of working in a regulatory environment and with legislation
Good level of IT skills including MS Excel, Word, Project, databases and Outlook 
An understanding of the law relating to party and election finance
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	Delivering results
	A strong commitment to delivering results and continuous improvement


	E

	Problem solving
	Strong analytical and problem solving ability

	E

	Planning
	Strong organisational skills including the ability to juggle several different tasks and prioritise and organise workloads effectively 

	E

	Communication
	Strong written communication skills
Political sensitivity with strong interpersonal and oral communication skills
 
	E

E

	Team working/managing relationships
	Experience of working flexibly both with limited supervision and as part of a team


	D


	Personal effectiveness
	Diplomacy, tact and discretion

Committed to, and able to provide, excellent customer service

Experience of working in an environment where close attention to detail and accuracy are critical
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E
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Bold type indicates minimum criteria


