
 
 

Elections Staff - Job description 

Ballot Box Filling and Distribution 
Responsible to Electoral Services Team Leader 

Rate of pay  

Hourly rate to be advised in appointment letter. 
 
A time sheet must be completed and handed in to your 
supervisor at the end of your shift. 

Duration of role 

To be confirmed in appointment letter and associated 
communications, usually :- 

Ballot Box Filling : The week before the election (1 – 5 
days) 
Distribution: The Tuesday before the election (1 day) 

Hours  

Ballot box filling: 9.00am – 5.00pm daily (depending on 
workload, and may be required to stay later to finish task) 
 
Distribution : 8am – 8pm 

Location District Community Centre, Gentian Mews, Didcot OX11 6GR 

Employer 

Either: 
Returning Officer (District and Parish Elections 
Deputy Returning Officer (County Council Elections) 
Local Returning Officer (UK Parliamentary Elections) 
Counting Officer (Referendums) 

DBS check required No 

Date job description 
updated 

For May 2024 

 

 

Purpose of the posts 
To ensure that the correct paperwork and equipment is issued to each polling station. 
 
Ballot Box Filling Officer (box layout) 
To lay out and label all ballot boxes and fill with equipment to ensure that the correct 
equipment is issued to each polling station. 
 
Ballot box Filling Supervisor (ballot paper checking) 
To work with the Ballot Box filling supervisor to ensure that all ballot papers are proofed 
and checked and issued to the correct polling station. 
 
Ballot box Filling Assistant (ballot paper checking) 
To work with the Ballot Box filling supervisor to ensure that all ballot papers are proofed 
and checked and issued to the correct polling station. 



 
 

 
Ballot Box Distribution 
To work with the Ballot Box Distribution Manager to ensure that on arrival, Presiding 
Officers are issued with the correct ballot box, stationery, and ballot papers.  Adhering to a 
strict appointment system. 
 

Summary of responsibilities and personal duties 
 

The duration and requirements of the roles will vary dependant on progress and workload. 
 
All roles will require an element of lifting and moving items of various weights, shapes and 
sizes.  Please follow all instructions given, and read the council’s Health and Safety 
Manual Handling Policy (attached).  Trolleys will be provided, you should work in pairs 
where appropriate and if required, you must wear High Viz. 
 
You are requested to wear comfortable and suitable clothing and sturdy footwear.  Ballot 
box distribution will involve outside working so you should also wear weather-appropriate 
outdoor clothing. 
 
If you are unable to, or unconcerned about any tasks, please speak to your supervisor in 
the first instance. 

 
Ballot Box Filling – officers, supervisors and assistants 
 

• To lay out each ballot box, and label in accordance with instructions issued.  Ensure 
that all ballot boxes are fit for purpose and have the necessary Ballot Paper sleeve 
and slot highlighters on lids. 
 

• Place Stationery items in each ballot box, ensuring every single ballot box is 
complete and has no missing or broken items. 
 

• Place any bespoke items (kettles, additional signage etc) with the correct ballot 
boxes. 
 

• To check and collate all paperwork to ensure the correct documents are placed with 
the correct ballot box. 
 

• To check each ballot book (ordinary and tendered) against a master list and 
example ballot papers to ensure that all are correctly printed, numbered and 
labelled, and place with the corresponding ballot box awaiting collection. 
 

• To ensure that every ballot box is complete, carefully packed and correctly labelled 
 

• To maintain a safe system of work at all times for yourself and all colleagues. 
 

• To clear away all rubbish and packaging appropriately. 



 
 

 

• To carry out any other duties at the request of the Supervisor, Manager or Electoral 
Services Team Leader 

 
 
Ballot Box Distribution 
 

• To work with the Ballot Box Distribution Manager to ensure that all ballot boxes and 
associated items are delivered to the correct Presiding Officer on arrival. 
 

• To maintain the appointment system to ensure Presiding Officers are seen to at the 
correct appointment time. 
 

• To maintain a safe system of work at all times for yourself and all colleagues. 
 

• To carry out any other duties at the request of the Supervisor, Manager or Electoral 

Services Team Leader 

Special Conditions 
 
Remote working is not available for this role. 

 

Person specification 
 
Experience 
Understanding of the elections process would be beneficial but not essential as training 
and instructions will be given. 
 
Skills/personal attributes 

• Must be able to deal with the physical aspects of the task – lifting and carrying, use 
of trolleys etc 

• Numerate 

• Calm under pressure  

• Accuracy and high attention to detail  

• Punctual and reliable 
 
Essential requirements 
The post holder must not have helped or been employed in any way, either for or against, 
any candidate, election agent or political party involved with the election. 
 
The post holder must not have been convicted of an offence under electoral registration. 
 
The post holder must accept and adhere to the terms of the Statement of Secrecy. 
 
In accordance with the Immigration, Asylum and Nationality Act 2006, the post holder must 
demonstrate that they are permitted to work in the UK (evidence will be required such as a 



 
 

passport showing that the post holder is a British citizen or a citizen of the United Kingdom 
and Colonies having the right of abode in the United Kingdom). 
 

 
 
 
Version Control 
 
Reviewed for May 2024 SJB 
 



 
 

 



 
 

 



 
 

 



 
 

 



 
 

 



 
 

 



 
 

 


