[Local authority name]

Job description for: Accountancy Supervisor
	Reports to:
Responsible to:


	Counting Officer
Count Manager

	Useful documents and templates:
	Requirement of secrecy
Team list – Accountancy Officers
The count structure
Verification statements
Team counting sheets
Count sheets for counting assistants
Team adjudication form
Count summary statement




___________________________________________________________________

Main purpose of the job: 

To be responsible for the accurate completion of the count records for the verification of the ballot boxes and the counting of the votes.

To support the delivery of a professional, accurate and transparent verification and count.

Summary of responsibilities and personal duties:

· To input all information from the verification and count into a central spreadsheet.
· To analyse the central spreadsheet to find any discrepancies. 
· To analyse the figures from the verification and count stage and ensure that the Counting Officer is aware of any issues with the calculations.
· To check the accuracy of the final result sheet before it is provided to the Counting Officer for transmission to the Chief Counting Officer.
· To supervise the work of the Accountancy Officers.
· To assist with the secure packing and sealing of the paperwork at the end of the count process.
All staff employed on the count are required to comply with the requirements of health and safety legislation at all times, taking due care of themselves, colleagues and others in attendance at the count. 
[Local authority name]

Job Description for: Count Supervisor

	Reports to:

Responsible to: 
	Counting Officer
Count Manager



	Useful documents and templates: 
	Requirement of secrecy

Team list – counting assistants

The count structure

Verification statement

Team counting sheets

Count sheet for counting assistants
Team adjudication form


Main purpose of the job: 

To be responsible for the management of a team of counting assistants.

To support the delivery of a professional, accurate and transparent verification and count.

Summary of responsibilities and personal duties:

· To manage the team of counting assistants assigned, including recording their hours of working.

· To brief counting assistants on their duties.

· To monitor counting assistants’ performance throughout the count, ensuring they are deployed effectively.

· To work with the Counting Officer and Accountancy Officers to ensure accurate accounting of the ballot papers and the votes on them. 
· To complete all paperwork as required.

· To keep an accurate record of the number of doubtful ballot papers requiring adjudication by the Counting Officer by completing the relevant adjudication forms for the team of counting assistants.
· To assist with the secure packing and sealing of the ballot papers, stationery, notices, etc. at the end of the count process.
All staff employed on the count are required to comply with the requirements of health and safety legislation at all times, taking due care of themselves, colleagues and others in attendance at the count. 

[Local authority name]
Job Description for: Ballot Box Control Supervisor
	Reports to:
Responsible to: 

	Counting Officer
Count Manager

	Useful documents and templates:
	Requirement of secrecy
Count centre control sheet for receipt of boxes and materials
Contact list for delivery of boxes


___________________________________________________________________

Main purpose of the job: 

To be responsible for the receipt of all ballot boxes, paperwork, postal votes and other materials returned by the Presiding Officers. 

To ensure the secure storage of all essential documents and materials while enabling easy retrieval of documents as required.

___________________________________________________________________
Summary of responsibilities and personal duties:

· To manage the process of the receipt of all ballot boxes and associated material


· To record the time of arrival and to check that all the essential documents have been returned and have been completed accurately.
· To keep the Counting Officer advised of progress with the receipt of ballot boxes.

· To advise the Counting Officer when the last ballot box is received.

All staff employed on the count are required to comply with the requirements of health and safety legislation at all times, taking due care of themselves, colleagues and others in attendance at the count. 
[Local authority name]
Job Description for: Count Postal Vote Supervisor
	Reports to:
Responsible to:

	Counting Officer
Count Manager

	Useful documents and templates:
	Requirement of secrecy

Postal vote ballot paper account

Ballot box registration document / form to record total number of envelopes received

Form to record the total number of postal votes placed in each postal ballot box and the total number of such boxes
Statement as to postal ballot papers


___________________________________________________________________

Main Purpose of the job: 

To be responsible for the final opening of postal votes handed in to polling stations on the day of the referendum
To supervise a team dealing with all stages of the opening process, including the verification of absent vote identifiers.

To supervise the final matching of mismatched postal ballot papers and postal voting statements.

___________________________________________________________________
Summary of responsibilities and personal duties:

· To brief and to supervise the team dealing with the opening process 

· To account accurately for all packets of postal votes received and for the ballot papers that go forward to the count.
· To implement procedures for the verification of absent vote identifiers on the postal voting statments
· To ensure all mismatched postal ballot papers and postal voting statements are checked and matched up wherever legally possible.
· To complete all forms and paperwork relative to the opening of the postal votes creating a clear audit trail for the Counting Officer.
· To communicate effectively with the Counting Officer. 
All staff employed are required to comply with the requirements of health and safety legislation at all times, taking due care of themselves, colleagues and others in attendance at the count.
