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1 Introduction 
National Occupational Standards (NOS) have been widely used by individuals and 

organisations throughout the UK for many years. They have been developed for the majority 

of occupations across the public, private and voluntary sectors, and have been adopted 

across many areas of local government - Democratic Services, the Fire Service, and 

throughout management and leadership roles for example. 

National Occupational Standards for Electoral Services have now been developed and, 

following their formal accreditation in 2007, are available for use as a resource to assist 

practitioners in addressing the myriad of personal and professional development challenges 

that they face. 

NOS are ‘employment-led’ - they are developed by practitioners for practitioners – and aim 

to describe good practice in an explicit and measurable way. These features mean that NOS 

represent a unique and valuable tool for individuals, teams and managers alike when faced 

with questions such as: 

What should I be able to do in my new role? 

How can we be sure that we select the right person for the job? 

What can I do to make sure that quality standards are maintained within my team? 

How can I further my career and get to the next stage? 

What learning and development do I need to provide for my staff? 

NOS can help with these and many other issues, and are flexible enough to work in harmony 

with existing workplace policies and standards. They are often used as the basis for 

qualifications but are also used by employers to inform job descriptions, personnel 

specifications, and recruitment and selection processes, performance appraisal systems, 

identifying training needs and designing training programmes. Fundamentally, NOS provide 

a benchmark of good practice and can support you in the achievement of both personal and 

organisational aims. 

It is worth noting that the NOS for Electoral Services are different from, but complementary 

to, the Performance Standards developed by the Electoral Commission. The Commission’s 

Performance Standards focus on defining quality standards for the service as a whole, 

whereas National Occupational Standards describe the standard of performance expected of 

individuals.  However, it is envisaged that adoption of the NOS within Electoral Services will 

assist greatly in the achievement of service-level Performance Standards. 

How to use this document 

This Toolkit has been developed to sit alongside the new NOS for Electoral Services. It aims 

to give the user:  

• An introduction to National Occupational Standards, and their potential uses and 

benefits [Sections 2.1 – 2.3] 

• An understanding of the key components of NOS [Section 2.4] 

• An overview of the new NOS for Electoral Services [Section 2.5] 

• Clear, step-by-step guidance on how to use the NOS for a variety of individual and 

organisational development purposes [Sections 3 and 4] 

• A directory of useful resources and contacts [Appendix 1] 

• A mapping between the NOS and the AEA Qualifications [Appendix 2] 

• Presentation materials to use when explaining NOS to others [Appendix 3]. 
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2 National Occupational Standards 
2.1 What are National Occupational Standards? 

National occupational standards were first established in the United Kingdom in 1986. They 

are sponsored and promoted by key government departments and agencies with 

responsibility for education, training and qualifications, as well as all local government 

employers and organisations. 

They are developed by Standards Setting Bodies [SSBs] working very closely with relevant 

employers, professional bodies, trades unions and practitioners themselves. National 

Occupational Standards (NOS) are expressed in terms of outcomes that individuals are 

expected to achieve in their work. NOS represent input from practitioners across the four 

home countries and reflect standards of good practice which are both fit for purpose and fit 

for the future.  

Once they are nationally accredited, NOS represent the accepted benchmarks of good 

practice in the occupation they cover. They can then be used for a wide range of practices 

including the measurement of how well an individual performs in their job. To ensure that 

they are up to date, NOS are reviewed periodically. 

2.2 What National Occupational Standards are available? 

National Occupational Standards are available for most occupations throughout the UK, from 

Accounting to Youth Justice. More specifically, NOS are in place for most occupations in 

local government – for example, management, administration, democratic services, 

information technology, emergency fire services, child-care and education, social care, 

housing, horticulture, environmental conservation, and sport and recreation. A directory of all 

the NOS that are accredited currently can be found at: 

www.ukstandards.org/Find_Occupational_Standards.aspx. The following links will take you 
to the NOS for Electoral Services: 

www.aea-elections.co.uk/nat_occ_stds.jsp 

www.ukstandards.org/Find_Occupational_Standards.aspx?NosFindID=4&SuiteID=1237 

www.skillsplus.gov.uk/idk/core/page.do?pageId=5376506 

 

In 2006, SkillsPlus1, the local government strategic skills partnership, commissioned work to 

develop up-to-date and forward-looking national occupational standards (NOS) to cover 

Electoral Services. The project involved all the key stakeholders across the UK, including: 

• Electoral Commission 

• Electoral Office for Northern Ireland (EONI) 

• Association of Electoral Administrators (AEA) 

• Society of Lawyers and Administrators in Scotland (SOLAR) 

• Scottish Assessors Association (SAA) 

• Society of Local Authority Chief Executives and Senior Managers (SOLACE) 

• local authority employers and employees in each of the ‘home nations’.    

The National Occupational Standards for Electoral Services were accredited in April 2007 

and are now available for use across the sector. See Section 2.5 for more information about 

the content and coverage of these NOS. 

                                                 
1
 Note that the work of SkillsPlus is now undertaken by Local Government Employers (LGE) 
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2.3 What are the Uses and Benefits of National Occupational Standards 

NOS provide a ‘model of good practice’. They comprise a set of nationally agreed units of 

competence that detail all the roles and responsibilities that staff and managers need to 

carry out at every level, the standard of performance they must achieve and the knowledge 

and skills they need.  The NOS for Electoral Services are approved by the UK regulatory 

authorities and can be used for a host of purposes, for example to: 

• inform the continuing development of the AEA professional qualification 

• induction 

• underpin training and development programmes 

• provide the basis for performance management systems 

• help develop job descriptions and person specifications 

• assist in staff career progression. 

2.4 What does a National Occupational Standard look like? 

National occupational standards are organised into Units.  Each unit should represent a 

significant ‘chunk’ of an individual’s job – the sort of function that might appear as a ‘main 

responsibility’ in a job description.    

Each unit is then broken down further. Each Electoral Services unit contains three main 

sections: 

1. Unit Summary 

2. Outcomes of Effective Performance  

3. Required Knowledge and Understanding 

The following pages explain each of these in more detail. 

Note that the NOS that have been imported from other suites, such as Management and 

Leadership and Administration, follow a slightly different format from those developed 

specifically for Electoral Services. Each of these units contains sections that cover 

performance and knowledge and understanding, but may also have sections that identify 

‘skills’, ‘behaviours’, ‘key words and concepts’ and/or ‘personal competences’ for example. In 

some units, the activity in question is broken down into a number of ‘elements’, with each 

element identifying performance criteria and knowledge requirements. In other units, such as 

those imported from Democratic Services, the term ‘range’ is used instead of ‘scope’. 

Although this may seem confusing at first, you will soon get used to interpreting the 

requirements of each unit – focusing in on the performance and knowledge requirements will 

help. 

Section 2.5 includes a full list of the units relevant to Electoral Services and provides a 

summary of the content of each unit. 
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Unit Summary 

The first page of each unit summarises its content.  The purpose of this page is to provide 

the reader with an ‘at-a-glance’ summary of what the rest of the unit contains. However, 

there are also some other useful pieces of information, for example, information about the 

types of staff the unit could apply to and its relationship to other units.  An example, taken 

from the NOS for Electoral Services, is given below. 

 

 

 

ES19 Establish, maintain and develop effective working relationships with 

stakeholders in electoral services 

Unit Summary 

What is the unit about? 

Working effectively with others - whether they are managers, colleagues, suppliers etc - is a key part of 
everyone’s job. Whilst the more general aspects of this are covered within Unit D1 and D2 (from Management 
and Leadership), this unit focuses specifically on those stakeholders with whom you may come into contact as 
part of your work in electoral services e.g. elected representatives, candidates and electors. In particular, it 
emphasises the importance of demonstrating a political sensitivity in dealings with stakeholders, and 
maintaining an appropriate balance between openness and confidentiality. 

Who is the unit for? 

This unit is appropriate to the work of both permanent and casual members of the electoral services team who 
interact and deal with stakeholders, such as elected representatives and members of the local community, in 
the course of their work. 

Links with other units 

This unit links with the following units: 

• D1 – Develop productive working relationships with colleagues 

• D2 – Develop productive working relationships with colleagues and stakeholders 

Scope of the unit 

Stakeholders will include: 

• Elected representatives 

• Candidates and their agents 

• Political parties 

• Government departments 

• Electors 

• Members of the local community (e.g. community groups, media, local businesses) 

• The Electoral Commission 

• Representatives of other organisations (e.g. Local Authorities) 

• Credit reference agencies 

• Courts service 

 

The unit title describes a 
meaningful ‘chunk’ of an 

individual’s job. 
This summarises the unit content 

and explains its re levance. 

This outlines the types of staff for 
whom the unit is appropriate. This lists other units that are 

highly relevant to this one. This lists the range of circumstances 
across which the unit could apply. 
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Outcomes of Effective Performance 

The outcomes of effective performance are covered on page 2 of each Unit. They 

comprise a series of criteria against which good practice can be measured. For a 

member of staff to be judged to be working to good practice standards, they must be 

able to achieve all of the outcomes when they are carrying out the activity described 

in the unit.  

Scope is also included within most units.  Scope defines the different circumstances 

or contexts across which an individual will need to operate if they are deemed to be 

working competently. The scope helps to ensure that staff are competent beyond the 

immediate situation in which they are working. In the NOS for Electoral Services, the 

terms that have been scoped in this way are highlighted in blue within the 

performance outcomes, and relate to the corresponding section in the Introduction on 

page 1. 

 

 

 

ES19 Establish, maintain and develop effective working relationships with 

stakeholders in electoral services 

Outcomes of Effective Performance 

Relating to stakeholders 

You must be able to: 

1. present yourself to stakeholders in a way that provides a positive image of your department/organisation 

2. deal with stakeholders in a courteous and helpful manner 

3. provide stakeholders with the information and support they need to participate in relevant democratic 

activities 

4. communicate with stakeholders clearly, accurately and in a way that is appropriate to their needs 

5. observe requirements for openness and confidentiality 

6. show political sensitivity in all situations involving stakeholders 

7. try to solve problems for stakeholders in a way that is consistent with your own responsibilities and 

organisational policy, seeking assistance from others when necessary 

8. remain calm and professional when dealing with stakeholders who are angry or distressed 

9. represent organisational policy, but not political views, in all dealings with stakeholders 

 
 

 
 

 
 

These are the outcomes of effective 
performance - the individual must 

achieve all of these to achieve good 
practice standards. 

For ease of use, the performance 
outcomes may be grouped under sub-

headings. This is par ticular ly useful 
where the competences covered are 

extensive and/or complex (although it is 
not necessary in this example). 

The words in blue text relate to the 
scope provided in the Introduction 

on page 1.  Scope defines the 
breadth of per formance required by 

an individual. 
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Knowledge and Understanding 

To achieve good practice, staff members need knowledge and understanding. An 

example of knowledge would be relevant legislation. An example of understanding 

would be the principles of good practice that underpin what they do. This is covered 

in the Knowledge and Understanding section on page 3 of each unit.  Like the Scope 

discussed above, Knowledge and Understanding helps to ensure the member of staff 

is ready to deal with any type of situation that may arise when carrying out this 

activity. 

The important thing about the knowledge and understanding is that it should cover 

everything the member of staff needs to know and understand in order to carry out 

the unit successfully. The knowledge and understanding could also form a vital part 

of any education and training programme that members of staff receive in the future. 

An example is provided below. 

ES19 Establish, maintain and develop effective working relationships with 

stakeholders in electoral services 

Knowledge and understanding 

You need to know and understand the following: 

Legislation, policy and practice 

K1. relevant legislation, codes of practice and guidance relating to relationships with stakeholders 

K2. your organisational and policies and procedures relating to relationships with stakeholders 

K3. the range of stakeholders with whom you are likely to establish working relationships 

K4. your role, and the role of others, in establishing working relationships with stakeholders 

K5. the importance of being confident and assertive in your communication with stakeholders 

Relating to stakeholders 

K6. the ways in which you can present a positive image of your department/organisation through your own 

appearance and behaviour 

K7. the importance of being courteous and helpful in your dealings with stakeholders 

K8. the types of support and information that stakeholders may need when they wish to participate in local 

democratic activities; the ways in which support and information can be delivered 

K9. the different types of communication difficulties that you may encounter when dealing with stakeholders 

and how to overcome these 

K10. issues of confidentiality and openness when dealing with stakeholders; situations in which information 

must be given and situations in which information should be restricted 

K11. the types of political pressure that you may experience and how to deal with this 

K12. the situations in which political sensitivity may be important and how to demonstrate this 

K13. the limits of your own role and competence when it comes to solving problems on behalf of stakeholders 

K14. why it is important not to show your own political affiliations and to prevent your own political views 

influencing your relationship with stakeholders 
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2.5 What do the National Occupational Standards for Electoral Services 
 cover? 

The full suite of NOS for Electoral Services comprises 45 individual units. Twenty of 

these units have been developed specifically to describe good practice within the 

sector and are coded ES1 – ES20. The remaining units have been imported from 

other suites of NOS, such as those developed for ‘Management and Leadership’ and 

for ‘Business and Administration’, as they describe competences that, although more 

generic in nature, are relevant to the work of staff within Electoral Services. 

For ease of use, the NOS have been grouped under the following sub-headings: 

• Increasing participation 

• Electoral registration 

• Managing and administering elections/referendums 

• Working with people 

• Managing resources 

• Managing projects 

• Managing information 

• Equality and diversity 

• Health and safety 

• Managing the service. 

Not all of the units will be relevant to all members of staff. They have been developed 

to cover the full range of activities carried out across electoral services as a whole 

and it will be necessary, therefore, to identify those units most relevant to your role  - 

or, if you are a team leader or manager, to the roles carried out by your staff. To help 

with this process, Section 3 provides some example Role Profiles and gives 

guidance on how to adapt these for your own use. However, the following tables will 

give you an overview of the content of each of the units, and you should be able to 

start identifying those that you would like to look at in more detail. 

INCREASING PARTICIPATION 

 UNIT TITLE SUMMARY 

ES1 Develop, implement and 
evaluate a strategy for 
increasing electoral 
participation  

In recent years, there has been an increasing emphasis on improving 
both the completeness of the electoral register and voting par ticipation 
levels. Indeed, the EA Act 2006 introduces a new legal duty on ERO and 
RO roles in this regard. This unit describes the competences involved in 
taking a strategic approach to these complex and challenging areas of 
work. This includes reviewing past and current practice, researching the 
issues, and identifying and testing out potentia l solutions. To be 
successful, the strategy should have the suppor t of key stakeholders, be 
innovative but realistic, and be properly monitored and evaluated. 

ES2 Contribute to raising 
awareness about the 
electoral process 

Initiatives aimed at raising awareness of the electoral process can be 
many and varied from conducting media campaigns to engaging with 
school children via outreach programmes. In a ll cases, the overall aim is 
communicate information and promote inclusion and engagement.  This 
unit covers the planning, preparation and conduct of such initiatives, and 
emphasises the impor tance of using approaches that are suitable for 
both the message being conveyed and the target audience. 
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ELECTORAL REGISTRATION 

 UNIT TITLE SUMMARY 

ES3 Plan and administer a 
canvass in order to gather 
information for the electoral 
register 

This unit covers the competences required to p lan and oversee a 
canvass, whether it be one conducted on an annual or periodic basis. In 
essence it describes a project management approach whereby aims, 
objectives and approaches are determined, risks are identified and 
managed, resources deployed, and monitoring and review under taken. 
The aim is to ensure that the canvass is carried out efficiently and 
effectively and with in the prescribed timescale. Note that th is unit 
supports the new ERO duties set out in Section 9 of the EA Act 2006. 

ES4 Maintain and update 
electoral registration 
information 

Accurate and comprehensive registration information is fundamental to 
the democratic process. Registration information is gathered and 
received from a variety of sources, including that provided by external 
agencies and that gained through the rolling registration system. This 
unit covers the activities involved in reviewing, checking and processing 
registration information, and confirming the entitlement of individuals to 
be included on the electoral register and absent voting lists. I t also 
includes responding to queries re lating to registration information, and to 
dealing appropriately with objections or complaints.  

ES5 Provide electoral registration 
information to those entitled 
to receive it 

Registration information, including the fu ll and edited versions of the 
electoral register and absent voting lists, should be made available, in 
appropriate circumstances, to those who are entitled to access and use it 
e.g. elector s, candidates, government depar tments, the Electoral 
Commission. This unit covers establishing user requirements, confirming 
entitlement, and providing information in accordance with statutory 
requirements. 

ES6 Contribute to the review of 
polling arrangements 

The Electoral Administrator has a significant ro le to play in the 
designation of polling districts and polling places. Although the ultimate 
decision about polling arrangements lies w ith the council, the EA is likely 
to have an input into the review of such arrangements. This unit 
describes the competences involved in drawing up proposals, consulting 
with key interested parties (e.g. colleagues, political parties, access 
groups, the public), and communicating changes regarding polling 
arrangements. 

MANAGING AND ADMINISTERING ELECTIONS/REFERENDUMS 

 UNIT TITLE SUMMARY 

ES7 Develop a polling scheme The development of a polling scheme that meets statutory requirements 
is a key responsibility of Returning Officers. This unit describes the 
competences involved, and includes the need to: identify polling venues 
and allocate the electorate to these venues, devise a scheme, and keep 
it under review. The impor tance of considering access, security and 
safety issues is h ighlighted. 

ES8 Commence the 
election/referendum process 

This unit covers the important activities that take place just prior to, and 
at, the initiation of an election or referendum. I t includes providing a 
range of information and advice to interested parties regarding the 
options and implications of the potentia l event, before moving on to 
describe the competences required to commence the 
election/referendum process in accordance w ith statutory requirements. 
Note that administering the nominations process and briefing candidates 

etc is covered within other units. 
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MANAGING AND ADMINISTERING ELECTIONS/REFERENDUMS (Continued) 

 UNIT TITLE SUMMARY 

ES9 Produce election/referendum 
documents 

Producing election/referendum documents - such as poll cards, election 
notices and election stationery – that are accurate,  fit- for-purpose, and 
meet statutory requirements is a key responsibility for a wide range of 
electoral services staff. This unit describes the competences required to: 
agree and organise the content of documents, make appropriate use of 
technology to produce documents, lia ise w ith external suppliers where 
necessary, store and distribute documents. 

ES10 Process information for 
electoral identity cards 

This unit applies only in Northern Ireland where electoral identity cards 
are issued. I t describes the competences involved in processing 
information such that suitable ID cards are issued correctly, and includes: 
responding to queries, issuing application forms, checking identifiers, 
eliciting suitable photographs, and lia ising with card supplier s. 

ES11 Administer the electoral 
nomination process 

This unit covers the competences required to administer the nomination 
process, and emphasises the impor tance of accuracy and valid ity 
throughout. The unit includes the requirements to: provide guidance to 
candidates/agents, check nomination papers and associated documents 
(e.g. consent to nomination, certificate of author isation, request to use 
party emblem etc), process deposit pay ments where relevant, publish 
statements of the persons nominated, and ensure that an accurate proof 
of the ballot paper is prepared. 

ES12 Issue, receive and open 
postal ballot packs 

The correct and proper handling of postal ballot packs is an essential 
aspect of the work of Electoral Services. This unit describes the 
competences required to issue, receive and open postal ballot packs 
securely, effectively and efficiently in accordance with statutory and 
organisational requirements. 

ES13 Manage polling day 
arrangements 

Ensuring that polling day runs smoothly and that voting can take place in 
an effective and efficient manner is a key responsibility of the Returning 
Officer/Electoral Administrator. This unit describes the competences 
required to prepare for, and oversee arrangements on polling day, and 
focuses in par ticular on the important task of brie fing and supervising 
polling station staff. 

ES14 Facilitate voting at polling 
stations 

Polling staff fulfil an impor tant role in ensuring that, on polling day, voter s 
are able to cast their vote in secret, free from influence and in a calm 
atmosphere. This unit covers the skills and knowledge necessary to 
facilitate voting including preparing for the poll, opening and conducting 
the poll, and closing the poll. I t emphasises the importance of 
maintain ing order, security and access throughout. 

ES15 Plan and prepare for the 
counting and adjudication of 
votes and the declaration of 
results of 
elections/referendums 

Proper planning and preparation is essential if the count and adjudication 
of votes and subsequent declaration of results is to take place in an 
appropriate venue and in a secure manner. This unit describes the 
competences required to: plan the layout of the venue, deploy resources, 
assess and manage risk, liaise with others (e.g. venue manager, police, 
ROs), control access and maintain security. Note that the briefing and 
deployment of casual staff is covered within Unit ES18. 
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MANAGING AND ADMINISTERING ELECTIONS/REFERENDUMS (Continued) 

 UNIT TITLE SUMMARY 

ES16 Supervise the verification 
and counting of votes, and 
declare the results of 
elections/referendums 

Supervising the verification and counting of votes in a manner which 
maintains security and prevents fraud is a critical aspect of the 
democratic process, as is accurate declaration of the results of 
elections/referendums. This unit emphasises the need to maintain 
political neutrality, transparency and impar tia lity throughout, and 
describes the competences required to: verify ballo t papers,  supervise 
the count, adjudicate in cases regarding doubtful ballot papers, lia ise with 
candidates and agents, and ensure the proper declaration of results. 

ES17 Store, manage access to, 
and dispose of 
election/referendum 
documents 

This unit covers the competences required to handle election/referendum 
documents in the correct manner post-event, ensuring that appropriate 
levels of security and confidentia lity are maintained. Documents must be 
stored in accordance with statutory requirements, with access provided 
only to those entitled to it. Disposal of documents should take place at an 
appropriate time and in a secure manner and, if an ex ternal contractor 
undertakes th is work, it must be properly monitored. 

WORKING WITH PEOPLE 

 UNIT TITLE SUMMARY 

ES18 Recruit, train and deploy 
casual staff for electoral 
services 

Casual staff play a number of impor tant roles in the electoral process e.g. 
canvassing, polling, counting etc. I t is essentia l that they are properly 
selected, trained and deployed. However, th is may be handled in a 
slightly different way from the way in which permanent members of staff 
might be recruited, developed and managed e.g. due to very tight 
timescales and/or the nature of role being undertaken. This unit 
describes the competences required to: identify and attract suitable 
candidates, brief and develop individuals, and monitor and maintain the 
quality of their work. 

D3 Recruit, select and keep 
colleagues† 

This unit is mainly about recruiting and selecting people to under take 
identified activities or work-roles within your area of responsibility. I t 
involves taking a fair and objective approach to recruitment and selection 
to ensure that individuals with the required skills, knowledge and 
understanding and who are likely to per form effectively are appointed. 
As recruitment and selection can be expensive and time-consuming 
activities, the unit also involves taking action to understand why 
colleagues are leaving and taking action to keep colleagues. Whilst you 
would be expected to draw on the expertise of per sonnel specialists, you 
are not expected to be a personnel specialist yourself. For the purposes 
of th is unit, the term ‘colleagues’ means those people for whom you have 
line management responsibility. 

D5 Allocate and check work in 
your team† 

This unit is about ensur ing that the work required of your team is 
effectively and fa irly allocated amongst team members. I t a lso involves 
checking on the progress and quality of the work of team members to 
ensure that the required level or standard or per formance is being met. 

† Note that these units have been imported from the NOS for Management and Leadership (2004) 
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WORKING WITH PEOPLE (Continued) 

 UNIT TITLE SUMMARY 

D6 Allocate and monitor the 
progress and quality of work 
in your area of responsibility† 

This unit is about ensur ing that the work required in your area of 
responsibility is effectively planned and fa irly allocated to individuals 
and/or teams. I t a lso involves monitoring the progress and quality of the 
work of individuals and/or teams to ensure that the required level or 
standard of per formance is being met and reviewing and updating plans 
of work in the light of developments. The ‘area of responsibility’ may be, 
for example, a branch or depar tment or functional area or an operating 
site within an organisation. 

D7 Provide learning 
opportunities for colleagues† 

This unit is about supporting colleagues in identifying their learning 
needs and helping to provide oppor tunities to address these needs. 
Encouraging colleagues to take responsibility for their own learning is an 
aspect of this unit as is your role in providing an ‘environment’, for 
example, in your team or area of responsibility, in which learning is 
valued. For the purposes of th is unit, ‘colleagues’ mean those people for 
whom you have line management responsibility. 

D1 Develop productive working 
relationships w ith 
colleagues† 

This unit is about developing working re lationships with colleagues, 
with in your own organisation and w ithin other organisations, that are 
productive in terms of suppor ting and delivering your work and that of the 
overall organisation. ‘Colleagues’ are any people you are expected to 
work with, whether they are at a similar position or in other positions. 

D2 Develop productive working 
relationships w ith colleagues 
and stakeholders† 

This unit is about developing productive working relationships w ith 
colleagues, w ithin your own organization and with in other organisations 
with which your organisation works, and w ith identified stakeholders. I t 
involves being aware of the roles, responsibilities, interests and concerns 
of colleagues and stakeholders and working with and suppor ting them in 
various ways. The need to monitor and review the effectiveness of 
working relationships w ith colleagues and stakeholders is a lso a key 
requirement of this unit. ‘Colleagues’ are any people you are expected to 
work with, whether they are at a similar position or in other positions in 
terms of level of responsibility. For the purposes of this unit, ‘Stakeholder ’ 
refers to individuals or organisations that have a material, legal or 
political interest in or who may be affected by the activities and 
performance of your organisation. 

ES19 Establish, maintain and 
develop effective working 
relationships w ith 
stakeholders in electoral 
services 

Working effectively with others - whether they are managers, colleagues, 
suppliers etc - is a key part of everyone’s job. Whilst the more general 
aspects of this are covered with in Unit D1 and D2 (from Management 
and Leadership), th is unit focuses specifically on those stakeholders with 
whom you may come into contact as par t of your work in e lectoral 
services e.g. elected representatives, candidates and electors. In 
particular, it emphasises the impor tance of demonstrating a political 
sensitivity in dealings with stakeholders, and maintaining an appropriate 
balance between openness and confidentia lity. 

† Note that these units have been imported from the NOS for Management and Leadership (2004) 
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MANAGING RESOURCES 

 UNIT TITLE SUMMARY 

A1 Manage your own 
resources† 

This unit is mainly about making sure you have the personal resources 
(particularly knowledge, understanding, skills and time) to under take your 
work role and reviewing your performance against agreed objectives. I t 
also covers identifying and under taking activities to develop your 
knowledge, skills and understanding where gaps have been identified. 

A2 Manage your own resources 
and professional 
development† 

This unit is about managing your personal resources (par ticularly 
knowledge, understanding, skills, experience and time) and your 
professional development in order to achieve your work objectives and 
your career and personal goals. 
You need to understand your work role and how it fits into the overall 
vision and objectives of the organization whilst also understanding what 
is driving you in terms of your values and your career and wider personal 
aspirations. Identifying and addressing gaps in your skills and knowledge 
and understanding is an essential aspect of this unit. 

E1 Manage a budget† This unit is about having ownership of and being responsible for a budget 
for a defined area or activity of work. I t initially involves preparing, 
submitting and agreeing a budget for a set operating period. I t a lso 
involves monitoring actual per formance against the agreed budget and 
taking necessary action in response to identified variances and any 
unforeseen developments. 

ES20 Manage election/referendum 
finance 

This unit is intended to complement the more generic aspects of financial 
management covered with in Unit E1 (from Management and 
Leadership). I t focuses on the specific aspects of making pay ments to 
others (e.g. for facilities, materials and accommodation) and on preparing 
election/referendum accounts. 

B1/M Support the efficient use of 
resourcesф 

This unit is about the efficient management of resources for which you 
have authority and responsibility. It covers recommending the resources 
you and your team need to meet your objectives. I t also covers 
monitoring and controlling the way in which resources are used. 

B2/M Manage the use of 
resourcesф 

This unit is about efficiently managing the physical resources for which 
you are responsible. I t covers planning to use the resources you and 
your team need, obtaining those resources, ensuring the availability of 
suitable supplies, and monitoring the use of resources. 

304 Procure products and 
services‡ 

This unit is about procuring products and services to suppor t the 
achievement of goals and objectives.  

404 Manage contracts‡ This unit is about selecting contractors and monitoring and evaluating 
their work.  

† Note that these units have been imported from the NOS for Management and Leadership (2004) 

ф Note that these units have been imported from the NOS for Management (1997) 

‡ Note that these units have been imported from the NOS for Business and Administrat ion (2005) 
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MANAGING PROJECTS 

 UNIT TITLE SUMMARY 

F1 Manage a project† This unit is about managing a project for which you have been given 
responsibility. This involves developing and agreeing a plan for the 
project and monitoring and controlling implementation of and changes to 
the plan. I t a lso involves ensuring that the project achieves its key 
objectives and is completed to the satisfaction of the project sponsor(s) 
and any key stakeholders. 

F2 Manage a programme of 
complementary projects† 

This unit is about managing a specific programme of different projects 
which are independent but still depend on each other. Taken together, 
these projects will contribute to achieving a bigger strategic aim. 

MANAGING INFORMATION 

 UNIT TITLE SUMMARY 

B23 Maintain and develop an 
information systemΩ 

Information is a key component of the work of all staff in Electoral 
Services.  This information must be stored and maintained so that it is 
secure and can be easily retrieved when needed.  This unit covers the 
responsibility of staff for maintain ing and developing an information 
system – filing system, library or electronic equivalent. 

A52 Manage internal 
communication and 
consultation processesΩ 

Communication and consultation with in the organisation (i.e. local 
authority, EONI or Valuation Joint Board) is necessary both to review 
existing arrangements and to take forward new initiatives with the 
confidence that they will enjoy a high level of support. 

EQUALITY AND DIVERSITY 

 UNIT TITLE SUMMARY 

B11 Promote equality of 
opportunity and diversity in 
area of responsibility† 

This unit is about actively promoting equality of oppor tunity and diversity 
in your area of responsibility. It is intended to go beyond compliance with 
equality legislation and move towards a situation where there is 
awareness in your area of and active commitment to the need to ensure 
equality of oppor tunity and the benefits of d iversity. The ‘area of 
responsibility’ may be, for example, a branch or department or functional 
area or an operating site with in an organisation. 

B12 Promote equality of 
opportunity and diversity in 
your organisation† 

This unit is about taking a lead in actively promoting equality of 
opportunity and diversity in your organisation. The unit involves 
committing senior management to promoting equality of opportunity and 
diversity and backing th is up by ensuring that a policy and an action plan 
exist and are communicated and implemented across the organisation. I t 
also involves monitoring and reviewing progress in order to identify 
fur ther actions and changes to practice. For the purposes of this unit, an 
‘organisation’ can mean a self-contained entity such as a private sector 
company, a charity or a local authority or a significant operating unit, w ith 
a relative degree of autonomy, with in a larger organisation. 

† Note that these units have been imported from the NOS for Management and Leadership (2004) 

Ω Note that these units have been imported from the NOS for Democratic Services (2001) 
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HEALTH AND SAFETY 

 UNIT TITLE SUMMARY 

E5 Ensure your own actions 
reduce risks to health and 
safety† 

This unit covers the health and safety duties for everyone in the 
workplace. I t describes the competences required to ensure that: 
• your own actions do not create any health and safety risks, 
• you do not ignore significant risks in your workplace, and 
• you take sensible action to put th ings r ight, including: repor ting 

situations which pose a danger to people in the workplace and 
seeking advice. 

E6 Ensure health and safety 
requirements are met in your 
area of responsibility† 

This unit is concerned with managing the overall health and safety 
process in your area of responsibility. I t is intended to go beyond meeting 
health and safety legislation and move towards a situation where health 
and safety considerations are firmly embedded in the planning and 
decision making processes and the ‘culture’ of your area of responsibility. 
The ‘area of responsibility’ may be, for example, a branch or depar tment 
or functional area or an operating site w ithin an organisation. 

MANAGING THE SERVICE 

 UNIT TITLE SUMMARY 

B1 Develop and implement 
operational p lans for your 
area of responsibility† 

Every organisation should have an overall strategic business plan and 
each identified area of responsibility should also have an operational 
plan that will contribute to achieving the objectives set out in the strategic 
business plan. The ‘area of responsibility’ may be, for example, a branch 
or department or functional area or an operating site w ithin an 
organisation. 

B10 Manage risk† This unit is about taking the lead in establishing and operating an 
effective risk management process across your organisation. This 
involves systematically identifying, evaluating and prior itising potentia l 
risks and communicating information to enable appropriate decisions and 
actions to be taken. I t a lso involves developing an organisational culture 
in which individuals are risk aware but are not afraid of taking decision 
and undertaking activities which involve acceptable levels of risk. For the 
purposes of th is unit, ‘organisation’ can mean a self-contained entity 
such as a private sector company, a charity or a local authority or a 
significant operating unit, with a relative degree of autonomy, within a 
larger organisation. 

F3 Manage business 
processes† 

This unit is about managing business processes to make sure the 
organisation delivers outputs that meet customers’ needs and 
stakeholders’ needs, and organisational and legal requirements. 

F12 Improve organisational 
performance† 

This unit is about overseeing the continuous improvement of the overall 
performance of the organisation. The emphasis is very much on 
identifying and implementing changes which will add value in the eyes of 
customers and other key stakeholders. 

† Note that these units have been imported from the NOS for Management and Leadership (2004) 
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3 Role Profiles 

3.1 Introduction 

In order to start using the NOS in a constructive way, it is first necessary to identify 

which units are most relevant to a person’s role. This can be described as developing 

a ‘role profile’. Role Profiles help individuals understand what is expected of them, 

and what they need to know and understand in order to perform effectively. 

Importantly, they can form the basis of other personal and/or organisational 

development activities such as recruitment, induction, and the design of learning 

programmes. 

This section provides guidance on using NOS to develop role profiles, as well as 

giving some examples for a variety of jobs within Electoral Services. 

3.2 Developing Role Profiles 

A role profile can comprise a list of the National Occupational Standards relevant to a 

particular role. The following diagram sets out the key steps involved in using NOS to 

develop a role profile: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In a team, department or organisation, many Role Profiles will be similar and are 

likely to share a number of common units. This can be useful in identifying the core 

functions carried out within the service, and can also highlight the differences 

between roles as well as the learning and development that may be required to 

progress from one role to another.  

1. List the main tasks, 

duties or responsibilities 
of the role 

2. Identify relevant units 
from the suite of NOS 
for Electoral Services 

3. Produce a draft Role 
Profile 

4. Review and finalise 
the Role Profile 

This informat ion may already be available in a job 

descript ion, but make sure that it is up-to-date and 

accurately describes the individual’s work.  

Taking each task, duty or responsibility in turn, look 

through the NOS and ident ify the unit or units that 
appear most relevant. Start by looking at the Unit 
Titles and Summaries checking the detail of the 

units if you need to. You may f ind that several units 
are relevant to some tasks/responsibilit ies, or that 

one unit is relevant to several tasks. 

Once you have ident ified all the relevant units, you 

can produce a draft Role Profile i.e.  a list of the NOS 
that relate to a particular role. Review the draft 
profile with a manager and/or colleagues to check 

that the profile is accurate and covers the fu ll range 
of tasks or responsibilit ies. A Role Profile should be 
reviewed periodically to ensure that it continues to 
reflect the job role in quest ion. 
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3.3 Example Role Profiles 

Although certain duties within Electoral Services are specified in legislation, the 

precise content of job roles tends to vary from organisation to organisation and from 

area to area. For example, larger Local Authorities are likely to organise workloads 

on a specialism basis, whereas a staff member within a small, rural Authority may get 

involved in a much broader range of activities. Responsibilities can also vary from 

one country to another, an example being the processing of information for identity 

cards, an activity required in Northern Ireland but not elsewhere. Likewise, there are 

variations in the extent to which individuals take full responsibility for carrying out 

certain tasks, contribute to their achievement, or delegate them to others.  

For these reasons, it is not possible to define within this Toolkit the Role Profiles that 

will apply across all situations. You are encouraged to develop your own, using the 

examples provided below as a model where relevant.  

Once you have developed individual Role Profiles, you may wish to identify Team 

Profiles i.e. those NOS that are shared by a particular group or team of people within 

your organisation e.g. Electoral Administrators. This can be particularly helpful when 

designing and delivering training programmes, for example, as resources can be 

targeted at developing those core competences required by all staff within the group.  
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3.3.1 Electoral Administrator  

The following profile might apply to a range of job titles where the role and 

responsibilities are broadly similar e.g. Registration Assistant, Administrative 

Assistant. Individuals are likely to contribute to the achievement of these activities 

rather than take full responsibility for them. The precise activities carried out by an 

individual and the degree to which they take responsibility for them will vary from 

organisation to organisation.  

EXAMPLE ROLE PROFILE: ELECTORAL ADMINISTRATOR  

ES3 Plan and administer a canvass in order to gather information for the electoral register 

ES4 Maintain and update electoral registration information 

ES5 Provide electoral registration information to those entitled to receive it 

ES6 Contribute to the review of polling arrangements 

ES9 Produce election/referendum documents 

ES10 Process information for electoral identity cards (Northern Ireland only) 

ES11 Administer the electoral nomination process 

ES12 Issue, receive and open postal ballot packs 

ES17 Store, manage access to, and dispose of election/referendum documents 

ES18 Recruit, train and deploy casual staff 

D1 Develop productive working relationships with colleagues 

ES19 Establish, maintain and develop effective working relationships with stakeholders in electoral 
 services 

A1 Manage your own resources  

B1/M Support the efficient use of resources  

B23 Maintain and develop an information system  

E5 Ensure your own actions reduce risks to health and safety  
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3.3.2 Electoral Services Manager 
The following example role profile is relevant to Managers who are responsible for the day-to-

day running the service. The precise activities carried out by an individual and the degree to 

which they take full or part-responsibility for them will vary from organisation to organisation.  

EXAMPLE ROLE PROFILE: ELECTORAL SERVICES MANAGER 

ES2 Contribute to raising awareness about the electoral process 

ES3 Plan and administer a canvass in order to gather information for the electoral register 

ES4 Maintain and update electoral registration information 

ES5 Provide electoral information to those entitled to receive it 

ES6 Contribute to the review of polling arrangements 

ES7 Develop a polling scheme 

ES9 Produce election/referendum documents 

ES11 Administer the electoral nominations process 

ES12 Issue, receive and open postal ballot packs 

ES13 Manage polling day arrangements 

ES15 Plan and prepare for the counting and adjudication of votes and declaration of results… 

ES16 Supervise the verification and counting of votes, and declare the results of e lections/referendums 

ES17 Store, manage access to, and dispose of e lection/referendum documents 

ES18 Recruit, train and deploy casual staff for electoral services 

D3 Recruit, select and keep colleagues 

D6 Allocate and monitor the progress and quality of work in your area of responsibility  

D7 Provide learning oppor tunities for colleagues 

B1 Develop and implement operational p lans for your area of responsibility  

D2 Develop productive working re lationships with colleagues and stakeholders  

ES19 Establish, maintain & develop effective working relationships with stakeholders in electoral services 

A2 Manage your own resources and professional development  

E1 Manage a budget  

ES20 Manage election/referendum finance 

B2/M Manage the use of physical resources  

304 Procure products and services  

404 Manage contracts  

F2 Manage a programme of complementary projects  

B23 Maintain and develop an information system 

A52 Manage internal communication and consultation processes 

B11 Promote equality of opportunity and diversity in your area of responsibility 

E6 Ensure health and safety requirements are met in your area of responsibility  

B10 Manage risk 

F3 Manage business processes 
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3.3.3 Head of Electoral Services 

Note that the following could apply to Deputy Returning Officers and Acting Returning 

Officers (or any other Officer to whom the duties of a Returning Officer have been 

delegated), and to Directors with overall responsibility for the service. The precise 

activities carried out by an individual and the degree to which they take full or part-

responsibility for them will vary from organisation to organisation.  

EXAMPLE ROLE PROFILE: HEAD OF ELECTORAL SERVICES 

ES1 Develop, implement and evaluate a strategy for increasing electoral participation 

ES7 Develop a polling scheme 

ES8 Commence the election/referendum process 

ES11 Administer the electoral nomination process 

ES16 Supervise the verification and counting of votes, and declare the results of 
elections/referendums 

D3 Recruit, select and keep colleagues 

D2 Develop productive working relationships with colleagues and stakeholders  

ES19 Establish, maintain and develop effective working relationships with stakeholders in electoral 
services 

A2 Manage your own resources and professional development  

ES20 Manage election/referendum finance 

F2 Manage a programme of complementary projects 

B12 Promote equality of opportunity and diversity in your organisation  

B10 Manage risk  

F12 Improve organisational performance 
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4 Using National Occupational Standards 

4.1 Introduction 

This section explores some of the key uses of National Occupational Standards. The 

guidance provided is not intended to be prescriptive; rather it aims to give you an 

overview of possible approaches, and checklists to act as ‘aide memoirs’ when 

addressing various workforce and professional development issues. 

In order to set the scene, the following diagram summarises some of the important 

processes with which NOS can assist: 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

It is recognised that the above is a simplistic representation of what are often very 

complex activities - activities that are frequently interlinked and interdependent. For 

example, an induction programme may well include an element of formal training, 

and appraisal in a performance management context may require an analysis of 

development needs. However, it is provided to help you navigate through the 

following sections and focus on those areas that are of particular interest or 

importance in your current role. 

Development of Job 
Descriptions 

Recruitment and 
Selection 

Induction 

Performance 
Management 

Including setting objectives, 

providing support, and appraisals  

Learning and 
Development 

Including identifying needs, 

design, delivery and evaluation 

 
Professional 
Development 
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4.2 Job Descriptions 

Clear and well-written job descriptions are essential if staff members are to 

understand their role and responsibilities, and the way in which they contribute to the 

achievement of the organisation’s objectives. National Occupational Standards 

(NOS) can support both the review of existing job descriptions and the development 

of new job descriptions.  

The NOS Unit Titles provide a useful starting point, indicating the activities to be 

included within new or updated job descriptions. In addition, linking the Unit Titles to 

job descriptions can support the future management and development of job holders, 

as each Unit Title provides a link to the detailed content of the standard where the 

required skills, knowledge and understanding are described in more depth. 

Your organisation may well have a standard pro forma for the development of job 

descriptions. Typically, a job description will include the following: 

Job Title  

Organisation This could include an overview of the ro le and work of the organisation 

Grade or Salary  

Location The office or area where the job holder will work 

Reporting Structure The job title/name of the job holder’s line manager, and those for whom 

the job holder has line management responsibility 

Key Relationships Those contacts within the organisat ion or external to the organisat ion 

with whom the job holder will have regular involvement 

Purpose and Objectives An overview of the role 

Responsibilities or Job 

Activities 

A detailed list of the duties, tasks and act ivities that the job holder is 

expected to undertake – this is a key area that can be informed by, and 

cross-referenced to, Nat ional Occupat ional Standards 

Other Information This section could include, for example, informat ion about the level of 

autonomy of the job holder, the length of the contract, or confident iality. 

Person specifications often sit alongside job descriptions and describe the abilities 

and qualities required by the job holder in order to perform competently in their role. 

Again, your organisation may use a standard pro forma but typically they include the 

following: 

Qualifications The academic and/or professional qualifications required 

Experience Any previous work experience relevant to the posit ion 

Skills 

Knowledge 

The generic or specif ic skills and knowledge required by the job holder 

– NOS can help here as they specify, in clear and measurable terms, 

the skills and knowledge required for work act ivities 

It can be helpful to distinguish between those attributes that are ‘essential’ and those 

that are ‘desirable’  (i.e. those that could be developed). 
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The following diagram sets out the key steps involved in developing job descriptions 

and person specifications: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Determine the overall 

purpose of the job 

2. Identify relevant 
National Occupational 

Standards 

3. Develop the Job 
Description 

4. Develop the Person 
Specification 

It is important to be clear about the contribut ion that 

the job holder is expected to make to the 

achievement of team and organisational object ives.  

Identify the main tasks or responsibilit ies of the job. 

The NOS Unit Titles and Summaries  are a useful 
starting point – use them as a checklist, and select 

and list those relevant to the job.  

The Job Description should be developed in line with 

organisational requirements regarding format and 
structure. Use the NOS units to inform the content of 
the sect ion describ ing the job holder’s 

responsibilities, duties or act ivities. You can adapt 
the terminology used within the NOS to suit your 
needs, for example: Unit ES4 is ‘Maintain and 
update electoral registration information’ but, with in 

the Job Description, could be amended to 
‘Contribute to the maintenance and updating of  
electoral registration information’ to reflect the level 

of responsibility of the job holder. L ikewise, if  using 
Unit ES19, which covers working relationships with 
‘stakeholders’, you could list the stakeholders 

relevant to the job holder. 

Include information about the experience and 

qualif icat ions required of the job holder e.g. AEA 
Qualification, driving licence, elections experience. 
Evaluate the relevant NOS and identify the key skills 

and knowledge required to perform competently in 
the job – these may include, for example, project 
management, IT, and budget management skills and 
knowledge and understanding of relevant legislat ion, 

statutory dut ies, and elections procedures. 

6. Review Job 
Descriptions and Person 

Specifications 

The requirements of the organisat ion and of the job 

will change over time. It is important, therefore, to 
conduct regular reviews of Job Descriptions and 
Person Specif icat ions to ensure that they continue to 

reflect these requirements. Remember that NOS are 
also reviewed periodically to reflect changing 

working practices. 

Test the Job Descript ion and Person Specif icat ion 

by consult ing managers and other job holders. You 
may also wish to consult with other key stakeholders 

external to your team or organisation. 

5. Check the Job 
Descriptions and Person 

Specifications 
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The following example Job Description and Person Specification show how the NOS 

for Electoral Services link to and can inform these important documents. 

EXAMPLE JOB DESCRIPTION 

Job Title Electoral Administrator 

Organisation Anytown District Council 

Location Electoral Services Section, Anytown District Council 

Reporting Structure Responsible to the Electoral Services Manager 

Key Relationships The Job Holder will work alongside staff with in the Electoral Services Section, and 
have regular contact with the general public, casual staff (e.g. canvassers, poll 
clerks), elected members, MPs and party agents. 

Purpose of the Job To assist with the maintenance of the Register of Electors, the organisation of a ll 
elections and referendums, and the preparation of documentation in connection 
with boundary reviews. 

Duties and 

Responsibilities 

1.   To assist with the maintenance of e lectoral registration information (including via 
efficient and effective canvass and rolling registration procedures) and the 
provision of related information to customers  

 ES3: Plan and administer a canvass in order to gather information for the 

electoral register 

 ES4: Maintain and update electoral registration information 

 ES5: Provide electoral registration information to those entit led to receive it 

2.  To assist with the organisation of all elections and referendums, including: 
• production of statutory documents such as poll cards; 
• the issue, receipt and opening of postal votes; and 
• the nomination of candidates 
ES9: Produce election/referendum documents 

ES11: Administer the electoral nominat ions process 

ES12: Issue, receive and open postal ballot packs 

3.  To recruit, train and deploy casual staff (including canvassers, presiding officer s, 
poll clerks and counting assistants) 
ES18: Recruit , train and deploy casual staff for electoral services 

4. To help with the retention, access to and disposal of, e lection documents in 
accordance with statutory requirements 

 ES17: Store, manage access to, and dispose of e lect ion/referendum documents 

5. To contribute to boundary reviews by assisting w ith the calculation of electorate 
figures for various proposals and consider ing appropriate polling arrangements 

 ES6: Contribute to the review of polling arrangements 

6. To adhere to, and implement, the Council’s policies on health and safety, 
equality and diversity 

 E5: Ensure your own act ions reduce risks to health and safety 

7. To carry out any other relevant duties and responsibilities as may arise 
 Relevant NOS Units could include, for example: 

 ES19: Establish, maintain and develop ef fect ive working relat ionships with 

stakeholders in electoral services 

 B23: Maintain and develop an informat ion system 
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EXAMPLE PERSON SPECIFICATION – ELECTORAL ADMINISTRATOR 

CRITERIA ESSENTIAL DESIRABLE 

Qualifications GCSE passes in Mathematics and English 
(Grade A-D) 
Must hold or be willing to study towards the 
AEA Cer tificate in Electoral Administration 

European Computer Driving Licence 
(ECDL) qualification 

Experience A minimum of 12 months administration 
experience, ideally with in a Local Authority 

Experience in the administration of 
elections and experience in the preparation 
of the Register of Electors (perhaps through 
casual employ ment as polling, counting or 
canvassing staff) 
ES3: Plan and administer a canvass in 

order to gather information for the electoral 

register 

ES4: Maintain and update electoral 

registration information 

ES5: Provide electoral registration 

information to those ent itled to receive it 

ES9: Produce election/referendum 

documents 

ES11: Administer the electoral nominat ion 

process 

ES12: Issue, receive and open postal ballot 

packs 

Skills, 

Knowledge and 

Abilities 

Excellent written and verbal communication 
skills 

Ability to work as par t of a team  
D1: Develop productive working 

relationships with colleagues 

Ability to manage self and own workload 
A1: Manage your own resources 

Proficient ‘keyboard skills’ 

Ability to work accurately under pressure to 
meet statutory deadlines 

Up-to-date knowledge of e lectoral law 
and/or electoral procedures 
Reference Knowledge and Understanding 

with in ES3, ES4, ES5, ES9, ES11 and 

ES12 

Project management skills 
F1: Manage a project 

Proficiency in the use of MS Office IT 
packages, especially Word 

Ability to use an elections software package 
B23: Maintain and develop an informat ion 

system 

Other 

Characteristics 

Must be available for unsociable and 
extended hours at election time 
Must be committed to working for an 
employer that values diversity and equality 
of opportunity 

 

When recruiting staff, each of the criteria set out in the Person Specification will need 

to be assessed using appropriate methods. Methods may include, for example: 

• Review of application form and/or curriculum vitae 

• Checking Certificates 

• The use of exercises, tests and presentations 

• The use of assessment centres 

• Interview. 
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Section 4.2 of this Toolkit provides more guidance on the use of NOS in the 

recruitment and selection process. 

Checklist 

• Do you have clear, concise and up-to-date job descriptions and person 

specifications for all job roles? 

• Are these job descriptions and person specifications based on, or linked to, 

relevant National Occupational Standards? 

• Do all staff members – including those employed on a casual basis – have a copy 

of their job description/person specification and the relevant NOS units? 
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4.3 Recruitment and Selection 

National Occupational Standards (NOS) can be used as the basis for the recruitment 

and selection of both permanent and casual staff. The use of standards can help in 

the design and application of a fair and effective recruitment process, with both 

candidates and selectors clear about what is required. 

The following diagram sets out the key steps involved in using NOS to help with 

recruitment and selection:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Update the Job 
Description and Person 

Specification 

3. Identify which 
attributes are essential 

and which are desirable 

4. Design the 
assessment and 

selection process 

5. Assess and select 
candidates 

Check that the job description and person 

specification are up-to-date and based on the 
relevant NOS. Section 4.1  covers this in more detail 
but, in brief, use the NOS to inform sections 

describ ing tasks, duties and responsibilities, and 

skills and knowledge. 

Certain attributes may be essent ial to the role e.g. a 

professional qualif icat ion, a clean driving licence, or 
IT skills. Others may be desirable but could be 
gained in post through, for example, carefully 

planned induct ion and supervision.  

A well-designed assessment and selection process 

will a llow candidates to demonstrate the extent to 
which they meet the requirements of the job. Use 
the job descript ion and person specif icat ion (and the 

related NOS) to develop an assessment grid against 
which applications can be judged. Applicants should 
be sifted to ensure that only those who possess the 
‘essentia l’ attributes are taken forward. The selection 

process could include interviews, assessment 
centres, and competency-based techniques using 
the NOS. The NOS can also help identify important 

areas to probe during interview, explor ing a 
candidate’s experience and evaluating how well they 
would be able to transfer skills and knowledge into 

the new post. An example assessment gr id  is 

provided on page 29.  

NOS can help ensure that information on vacancies 

is fair, clear and accurate – and specif ic enough to 
attract candidates with the right attributes and 
experience. Assess candidates according to the 

process you have designed, selecting the 

candidate( s) who score highest on the grid. 

The assessment grid will help structure the feedback 

given to both successful and unsuccessful 
candidates. Important ly, by exploring any attributes 
that were not demonstrated during the selection 

process, the specif ic induct ion, supervision and/or 
development needs of successful candidates can be 

identif ied. 

6. Provide feedback 

Review your own competence in recruitment and 

selection against Unit ES18 and/or Unit D3 

1. Check your own skills 
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Your organisation may have a standard approach to this but the following example 

Assessment Grid shows how the NOS for Electoral Services can inform the selection 

process. 

EXAMPLE ASSESSMENT GRID – ELECTORAL ADMINISTRATOR 

 CRITERIA ASSESSMENT METHOD 
SCORE  

(0-5) 

GCSE passes in Mathematics and English 
(Grade A-D) [E] 

Application Form 5 

Holds or is willing to study towards the AEA 
Certificate in Electoral Administration [E] 

Application/Interview 5 

Q
U

A
L

IF
IC

A
T

IO
N

S
 

European Computer Driving Licence 
(ECDL) Qualification [D] 

Application/Interview 5 

Minimum 12 months administration 
experience, ideally in a Local Authority [E] 

Application/Interview/Test 3 

E
X

P
E

R
IE

N
C

E
 

Experience in the administration of 
elections and experience in the preparation 
of the Register of Electors [D] 

Application/Interview 
Ref Units ES3, ES4, ES5, ES9, ES11, 

ES12  

2 

Excellent written and verbal communication 
skills [E] 

Application/Interview/Test 5 

Able to work as par t of a team [E] Interview 
Ref Unit D1: Develop product ive working 

relationships with colleagues 

4 

Able to manage self and own workload [E] Interview 
Ref Unit A1: Manage your own resources 

3 

Proficient ‘keyboard skills’ [E] Application/Test 5 

Able to work accurately under pressure to 
meet statutory deadlines [E] 

Interview 3 

Up-to-date knowledge of e lectoral law 
and/or electoral procedures [D] 

Application/Interview 
Ref Knowledge and Understanding with in 

Units ES3, ES4, ES5, ES9, ES11, ES12  

1 

Project management skills [D] Application/Interview 
Ref Unit F1: Manage a project 

2 

Proficient in the use of MS Office IT 
packages, especially Word [D] 

Application/Interview 4 

S
K

IL
L

S
, K

N
O

W
L

E
D

G
E

 A
N

D
 A

B
IL

IT
IE

S
 

Able to use an elections software package 
[D] 

Application/Interview 
Ref Unit B23: Maintain and develop an 

information system 

1 

Available for unsociable and extended 
hours at election time [E] 

Interview 5 

O
T

H
E

R
 

Committed to working for an employer that 
values diversity & quality of oppor tunity [E] 

Interview 5 

TOTAL 58/80 

KEY: E = Essential D = Desirable 
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Checklist 

• Have you taken account of your organisation’s policies and procedures regarding 

recruitment and selection? 

• Have you reviewed the content of the following National Occupational Standards: 

 ES18: Recruit, train and deploy casual staff for electoral services 

 D3: Recruit, select and keep colleagues [Management and Leadership]? 

• Have you sought and made use of any available specialist expertise in relation to 

recruitment and selection? 

• Are you clear about the purpose of the job, and the contribution that the job-

holder will make to organisational objectives? 

• Are you sure that you need to recruit, or could the position be filled by a re-

evaluation of the roles of existing team members? 

• Have you identified the ‘essential’ and ‘desirable’ attributes required by 

candidates? 

• Is your assessment and section process clear, objective and fair? 

• Have you given constructive feedback to successful and unsuccessful 

candidates? 

• Have you considered the specific induction, supervision and/or development 

needs of the successful candidate(s)? 
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4.4 Induction 

Induction into a new role is most effective when it helps the job-holder clearly 

understand what is expected of them and addresses any specific learning and 

development needs. National Occupational Standards (NOS) can support the 

induction process, helping new job-holders to understand where they fit within the 

organisation, get ‘up to speed’ quickly, and play an active part in identifying their 

development needs. 

The following diagram sets out the key steps involved in using NOS to help with 

induction:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The following example Induction Programme shows how the NOS for Electoral 

Services link to and can inform this important process. 

1. Explain the role 

2. Introduce the 
organisation, colleagues 

and stakeholders 

3. Identify any learning 
and development needs 

4. Address learning and 
development needs 

The new job-holder should be provided with a copy 

of their job descript ion, role prof ile and the relevant 
NOS that relate to these. You may want to 
use/adapt the presentation contained within th is 

Toolkit to help explain the relevance of the NOS. 
The aim is to ensure that they understand what is 

expected of them in their new role.  

Explore with the new job-holder how conf ident they 

are with the act ivities, skills and knowledge required 
for their role. Referring to the relevant NOS can help 
in recognising where they are currently competent, 

and in identifying and prioritising their learning and 
development needs. Sect ion 4.5 provides more 
information about ident ifying learning and 
development needs. 

Plan a development programme to help get the new 

job-holder(s) ‘up to speed’ and address any longer-
term learning and development needs. This may 
involve shadowing a colleague, provid ing on-the-job 

coaching and support, or attending formal train ing 
courses for example. Sect ion 4.5 provides more 
information about addressing learning and 
development needs. 

The new job-holder should be introduced to 

organisational systems and procedures (“this is the 
way we do things around here”) and to those 
colleagues and stakeholders with whom they will 

have a working relationship. Again, the NOS can 

help ident ify what and who these might be. 
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 EXAMPLE INDUCTION PROGRAMME 

 
CONTENT DELIVERY 

P
R

E
-E

M
P

L
O

Y
M

E
N

T
 Joining instructions 

Conditions of employment 
Organisation literature 
Arrangements for signing contract 
Induction process 

By HR Department at least two weeks before star t date 
 

T
E

R
M

S
 A

N
D

 C
O

N
D

IT
IO

N
S

 

Job Description, Role Profile and NOS 
Absence/sickness procedure 
Working hours 
Holidays/special leave 
Probation period 
Performance management system 
Disciplinary and grievance procedures 
Internet and email policy 
Payment date and method 
Tax and National Insurance 
Pension and benefits 
Expenses and expense claims 

By HR Department and Line Manager within Week 1 
Via one- to-one discussion and presentation  
Note the impor tance of explain ing the role of National 
Occupational Standards, their link to the Job Description and their 
use in per formance management etc. 
 

H
E

A
L

T
H

 A
N

D
 S

A
F

E
T

Y
 Emergency exits 

Evacuation procedures 
First a id facilities 
Health and safety policy 
Accident repor ting 
Specific hazards 
Smoking policy 

By Health and Safety Officer within Week 1 
Via one- to-one discussion, guided tour, and organisational 
literature 
Reference NOS Units: E5 (Ensure your own actions reduce risks 
to health and safety) and/or E6 (Ensure health and safety 
requirements are met in your area of responsibility) 

O
R

G
A

N
IS

A
T

IO
N

 Site map 
Telephone and IT systems 
Organisation chart 
Security procedures/pass 
Data Protection Act/Freedom of 
Information Act 

By Line Manager and Colleagues with in Week 1 
Via one- to-one discussion and guided ‘meet-and-greet’ tour 
Reference NOS Units: D1 (Develop productive working 
relationships w ith colleagues) or D2 (Develop productive working 
relationships w ith colleagues and stakeholders), and ES19 
(Establish, maintain and develop effective working relationship 
with stakeholders in e lectoral services) 

L
E

A
R

N
IN

G
 A

N
D

 D
E

V
E

L
O

P
M

E
N

T
 Learning and development planning 

Learning and development 
opportunities (e.g. AEA Certificate in 
Electoral Administration) 
CPD and Personal Development Plan 
Career management 
 
 
 
 

By Line Manager with in Weeks 1-4 
Via one- to-one discussion and review of relevant NOS 
Reference NOS Units listed with in individual’s Job Description 
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Checklist 

• Have you given new job-holders a copy of their job description, role profile and 

relevant National Occupational Standards? 

• Have you explained the importance of National Occupational Standards, and 

helped the job-holder understand what is expected of them? 

• Does your induction programme provide an opportunity to identify, and plan how 

to address, any learning and development needs? 

• Does the new job-holder understand how they might progress within the 

organisation? 
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4.5 Performance Management 

Performance management is a process involving target-setting, supervision, 

performance review, appraisal and feedback. It enables line managers and 

supervisors to manage the performance of their team members to support the 

achievement of organisational, team and individual goals. National Occupational 

Standards (NOS) can help at key stages within the performance management 

framework. 

The following diagram sets out the key steps involved in using NOS to help with 

performance management:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Agree 
targets/objectives 

3. Identify relevant 
National Occupational 

Standards 

4. Agree support 
required 

5. Supervise 
performance 

Team members should be working towards 

object ives that are consistent with those of the 
organisation and that a lso recognise the individual’s 
own aims and ambit ions. Agree objectives with your 

team members that are SMART i.e. specific, 

measurable, agreed, realistic and time-bound. 

Team members may require addit ional support or 

resources to help them achieve object ives e.g. 

training, coaching, mentoring, access to IT systems. 

The team member can use relevant NOS to plan 

activities and working methods, and to evaluate their 
own performance. Review meetings between the 
individual and their manager/team leader provide 

opportunities to explore progress, to use the NOS to 
focus on any problems or issues arising, and to plan 

ways of addressing these. 

Identify the NOS that are relevant to each objective. 

Reviewing these NOS in more detail will: help you 
and your staff develop a common understanding of 
the standards of  performance required; h ighlight 

areas where the individual is not confident or lacks 
knowledge or skills; help ident ify where support or 

resources are required to achieve object ives. 

6. Appraise 
performance 

7. Provide feedback 

The foundations for effect ive appraisal have already 

been established i.e. clear object ives, common 
understanding of performance requirements, 
provision of support, and inter im reviews of 

progress. Team members should be asked to 
assess their performance against agreed object ives 

and standards, and to provide supporting evidence.  

NOS can help you provide clear, objective and 

structured feedback to team members as they help 
you focus on effectiveness and on the outcomes of 
competent performance. Remember that 

performance management is a cycle and that 

object ives need to be reviewed periodically. 

Review your own competence in performance 

management against Unit D5 and/or Unit D6.  1. Check your own skills 



 

NOS for Electoral Services – Practitioner Toolkit Page 35 

Checklist 

• Have you reviewed the content of the following National Occupational Standards: 

 D5: Allocate and check work in your team [Management and Leadership] 

 D6: Allocate and monitor the progress and quality of work in your area of 

responsibility [Management and Leadership]? 

 Unit D5 is recommended for team leaders, and Unit D6 is recommended for first 

line managers and middle managers. 

• Do you agree SMART objectives with your team members? 

• Have you identified the National Occupational Standards that are relevant to 

these objectives? 

• Do you provide the support and resources needed to help individuals achieve 

their objectives? 

• Are team members encouraged to use the National Occupational Standards to 

assess their own performance and progress? 

• Do team members receive regular, objective appraisals that focus on the 

outcomes of their performance? 

• Do you give timely and specific feedback designed to help improve performance? 

• Do you review objectives periodically with your team members? 
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4.6 Learning and Development 

National Occupational Standards (NOS) can be used to identify learning and 

development needs, design and deliver learning and development programmes, and 

to evaluate the effectiveness of learning and development activities. As they contain 

statements that define effective performance and specifications of the knowledge and 

understanding required for effective performance, NOS provide a valuable tool for 

identifying areas where people need to improve their performance, acquire new 

knowledge and develop their skills and abilities. 

The following diagram sets out the key steps involved in using NOS to help with 

identifying learning and development needs:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Check your own skills 

2. Identify the NOS to 
be used for assessment 

3. Assess skills and 
knowledge against the 

NOS 

4. Agree learning 
objectives 

The process of ident ifying learning and development 
needs may take place informally (e.g. self assessment) 
or more formally (e.g. supervision, appraisal). Identify 

the units that are relevant to the individual’s ro le – see 
Section 3 for guidance on using NOS to develop Role 
Profiles. In some cases it may be necessary to focus 
on the complete set of units relevant to the individual’s 

role and ident ify their learning needs across their fu ll 
role. In other cases, it may be necessary to focus of 
certain units e.g. if a new service is being offered by 

the organisat ion, or for professional development 
purposes. The job holder may be working towards an 
AEA qualif icat ion – in which case, please see 

Appendix 2  for an overview of the re lationship 
between AEA curricula and NOS. 

Assess the existing skills and knowledge of job holders 
against the NOS.  This could take place via self-
assessment, or through joint discussions between the 

job holder and their line manager.  Ident ify where job 
holders are: fully competent; require development in 
some aspects of the unit; require development in most 

or all of the unit.  

Identified learning and development needs may be 
focused on performance (e.g. IT, project management 
or customer service skills) and/or knowledge and 

understanding. Use the NOS to agree clear learning 

object ives. 

5. Determine learning 

methods 

Once you have ident ified and priorit ised areas for 
development, consider suitable methods for achieving 
the learning object ives. You will need to consider 

resources, preferred learning styles, and available 
support. Methods could include individual study, 
coaching, mentoring, project work, and courses, for 
example, and a variety of activit ies may be required to 

fully achieve the learning outcomes. An example 
Learning and Development Needs Analysis is provided 

on page 38  

Review your own competence in ident ifying learning 

and development needs against Unit ES18 and/or Unit 

D7. 
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Checklist 

• Have you reviewed the content of the following National Occupational Standards: 

 ES18: Recruit, train and deploy casual staff for electoral services 

 D7: Provide learning opportunities for colleagues [Management and Leadership]? 

• Do you prioritise areas where performance needs to improve? 

• Do you use the National Occupational Standards to identify gaps in people’s 

knowledge and skills? 

• Do you use the National Occupational Standards to develop clear learning 

objectives? 

• Do you consider the full range of learning methods when planning ways to meet 

people’s learning and development needs? 
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The following example Learning and Development Needs Analysis shows how the 

NOS for Electoral Services link to and can inform this important activity. 

EXAMPLE LEARNING AND DEVELOPMENT ANALYSIS 

Job Title: Electoral Services Administrator 

Job Holder: A. N. Other 

Refer to the relevant NOS and review the standards of per formance and knowledge and skills required. Complete 
the fo llow ing form, putting a tick in the appropriate box and adding any comments in the right hand column. 
1. = I am fully confident that I a lready do th is competently 
2. = I require fur ther tra ining and development in some aspects of this area 
3. = I require training and development in most or all of this area 

Unit NOS (from Role Profile) 1. 2. 3. Comments 

ES3 Plan and administer a canvass in order to gather 
information for the electoral register 

  √ Was not in post during last 

canvass 

ES4 Maintain and update electoral registration 
information 

√    

ES5 Provide electoral registration information to 
those entitled to receive it 

√    

ES6 Contribute to the review of polling arrangements  √   

ES17 Store, manage access to, and dispose of 
election/referendum documents 

√    

ES18 Recruit, train and deploy casual staff   √ Recruitment of casual staf f due 

to start in near future 

ES19 Establish, maintain and develop effective 
working relationships w ith stakeholders in 
electoral services 

√    

D1 Develop productive working re lationships with 
colleagues 

 √  Some recent d ifficult ies with 

interpersonal relationships 

A1 Manage your own resources √    

E5 Ensure your own actions reduce risks to health 
and safety 

√    

Units Learning and Development Activities Timescale 

ES3 Attend in-house course on administering canvasses 1st March 

ES6 Research legislation, guidelines, organisational policy and procedures Over next three months 

ES18 Attend shor t course on working with casual staff 16th-17th March 

D1 Receive coaching from Line Manager Over next three months 

[Signed by Job 

Holder] 

[Date]  

[Signed by Line 

Manager] 

[Date] 
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The following diagram sets out the key steps involved in using NOS to help with 

designing and delivering learning and development: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Check your own skills 

2. Set the aim and 

learning outcomes 

3. Determine the 

learning content 

Review your own competence in designing and 
delivering learning and development against Unit ES18 

and/or Unit D7.  

NOS can provide a useful indicat ion of the overall 
purpose of the learning, and the learning outcomes to 

be achieved i.e. what participants should know, 
understand and be able to do as a result of the 
learning. For example, learners might need to be 
competent in ‘providing electoral registration 

information to those ent itled to receive it ’ as defined in 
Unit ES5 . The unit tit le provides the overall learning 
aim, and the unit content will inform the learning 

outcomes – the broad headings used in the sections 
describ ing ‘outcomes of effective performance’ and 
‘knowledge and understanding’ are particularly useful 

here. For Unit ES5, for example, the Learning 
Outcomes may include: knowing and understanding 
relevant legislation, policy and organisational pract ice; 
establishing user requirements; and provid ing 

registration information.  

Refer to the detail of the relevant NOS for a description 
of the skills, knowledge and understanding required for 

each act ivity. When designing learning and 
development programmes, the ‘knowledge and 
understanding’ sections with in NOS provide a 
framework for the course content/syllabus, and ‘scope’ 

will help determine the range of situat ions or contexts 
to be addressed. In the case of Unit ES5 ,  for 
example, individuals must provide f ive different types 

of registration information to a wide range of potentia l 
users to be deemed competent in the act ivity in 
question. An example Learning and Development 

Programme is provided on page 41 . 

4. Deliver the 
programme 

A well designed learning programme will meet the 
learning outcomes, and take account of learner’s 
abilit ies and learning styles. A number of different 

activities may be required to meet to learning 
outcomes in fu ll e.g. self-study, stimulations, group 
work, classroom session, supervised practice in real 
work condit ions. It is important to evaluate the 

effectiveness of learning and development activities, 

and this is covered in the next section . 
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Checklist 

• Have you reviewed the content of the following National Occupational Standards: 

 ES18: Recruit, train and deploy casual staff for electoral services 

 D7: Provide learning opportunities for colleagues [Management and Leadership]? 

• Do you use the National Occupational Standards to help define the overall aim 

and outcomes of learning and development programmes? 

• Do you use the National Occupational Standards to help determine the detailed 

content of learning and development programmes? 

• Do you consider the full range of learning methods when planning ways to meet 

people’s development needs? 
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The following example Learning and Development Programme shows how the NOS 

for Electoral Services can inform this important activity. 

TITLE PROVIDING ELECTORAL REGISTRATION INFORMATION 

Target Group 

(derived from NOS Unit 

Summary) 

Electoral Registration Officers, Electoral Administrators and Area Electoral Officers 
(in Northern Ireland) 

Type of Programme Short course (2 days) + self study 

Link to NOS Unit ES5: Provide electoral registration information to those entitled to receive it 

Aim 

(derived from NOS Unit 

Title) 

To develop competence in provid ing electoral registration information to those entitled 
to receive it 

Learning Outcomes 

(derived from NOS sub-

headings) 

At the end of the programme, participants will be able to demonstrate that they: 

• know, understand and apply the legislation, policy and organisational practice 
relating to the provision of e lectoral registration information 

• establish and confirm the requirements of various users of electoral registration 
information 

• prepare and provide electoral registration information to those entitled to receive it 

Content/Syllabus 

(derived from NOS 

Knowledge and 

Understanding and 

Scope) 

• the role and importance of accurate and comprehensive electoral information in 
facilitating the democratic process 

• types of registration information: electoral register (fu ll and edited); absent voting 
lists; special category electors; anonymous electors; service voters 

• relevant legislation, codes of practice, guidance, organisational policies and 
procedures  

• roles, responsibilities and authority  
• potential users: e lector s; candidates, agents and political parties; Government 

departments; The Electoral Commission; law enforcement agencies; credit 
reference agencies; Local Authorities; general public 

• responding to queries from potentia l users 
• establishing user requirements and entitlement 
• restrictions that apply to access to, or use of, registration information 
• preparing registration information  
• processing pay ments for registration information 
• providing access to registration information  
• providing assistance to users  

Learning Methods Training sessions led by facilitator, independent study, and role p lay 

Other Information [This might include, for example, references to learning suppor t materia ls, course pre-
requisites, etc] 

 



 

NOS for Electoral Services – Practitioner Toolkit Page 42 

The following diagram sets out the key steps involved in using NOS to help with 

evaluating the effectiveness of learning and development: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Check your own skills 

2. Measure current 
performance, 

knowledge and skills 

3. Assess immediate 

reaction to learning 

4. Measure the level of 
learning 

Review your own competence in evaluating the 

effectiveness of learning and development against Unit 

ES18 and/or Unit D7. 

Once a learning need has been ident ified, the 

individual and manager will agree on how that need 
can be addressed. In order to evaluate the impact of 
any planned learning and development act ivity, it is 

necessary to determine current levels of performance, 
skills and knowledge. Use relevant NOS as the 
benchmark for th is process. Determine the extent to 
which the individual currently meets the performance 

and knowledge requirements – this could be done 
through testing, discussion, formal assessment,  or the 
use of a questionnaire for example. (Please see page 

36 for guidance on using NOS to identify learning and 

development needs . 

At the end of a learning programme or activity, assess 

the learner’s reaction to it – the content, delivery, 
coverage of topics etc.  This could be done using a 
questionnaire or ‘happy sheet’ for example. Include 

reference to the original learning outcomes (as derived 
from the NOS) and whether they have been fully or 

partly achieved. 

Assessing the learner’s react ion to the learning 

programme may not tell you much about how their 
learning will be applied in the workplace. It may be 
necessary therefore, to conduct a more formal 

assessment of their learning against the requirements 
to the relevant NOS e.g. using a test, exam, simulation 

or skills test for example. 

5. Measure the impact 

of learning and 

development 

It is a lso important to measure the extent to which 

learning and development has been transferred into 
the workplace, and is reflected both in the improved 
performance of individuals and in changes to the 

working environment. Using the benchmark 
determined against the NOS before the learning 
activity,  assess the level of improvement that has 
occurred. Bear in mind that various organisational 

factors can inhibit the transfer of learning into the 

workplace. 

6. Use results to 
improve future practice 

The main purpose of evaluation is to ident ify what went 

well, what went badly, and the key lessons to be learnt. 
It is useful only if the results are shared and used to 
inform future practice. Your evaluat ion may tell you, for 

example, which methods are the most cost-effective in 
achieving identif ied goals or which activities have the 
greatest impact on individual conf idence and 
performance. 
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Checklist 

• Have you reviewed the content of the following National Occupational Standards: 

 ES18: Recruit, train and deploy casual staff for electoral services 

 D7: Provide learning opportunities for colleagues [Management and Leadership]? 

• Do you evaluate the effectiveness of learning and development at various levels: 

 - How participants rate it 

 - What knowledge they gain 

 - What skills they develop 

 - How it changes workplace practice 

 - How it benefits the organisation and its stakeholders? 

• Do you use the results of your evaluation to improve future practice? 
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4.7 Professional Development 

National Occupational Standards (NOS) can help individuals to take responsibility 

for, and manage, their own personal and professional development. The Continuing 

Professional Development (CPD) process is relevant to any practitioner who wishes 

to maintain and update their competence, and is integral to AEA qualification and 

membership. NOS can help individuals to assess their current skills, knowledge and 

understanding and to set development objectives. 

The following diagram sets out the key steps involved in using NOS to help with 

professional development:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Identify relevant 
National Occupational 

Standards 

3. Identify development 

needs 

4. Determine priorities 

5. Seize learning 
opportunities 

Identify the NOS relevant to your role – consider your 
current responsibilities and the ways in which your role 

may change in the future. Sect ion 4.1 provides more 

guidance on developing role profiles. 

Consider each unit in turn, and decide how conf ident 
you feel about your performance. Do you consistently 

meet all of  the ‘outcomes of effective performance’? Do 
you have all of the knowledge and understanding 
specified or are there areas that you need to develop? 
Do you have particular strengths and weaknesses? 

Determine whether you are exceptional, competent or 
not yet competent in each of the NOS areas. 

For each of the NOS units where you are not fu lly 
confident about your performance, determine the likely 

impact that this has on your overall performance. 
Prioritise those areas where you are least confident 
AND where an improvement is likely to have a 

significant impact on your work.  

Identify and take advantage of suitable learning 
opportunities in order to develop your knowledge, 

understanding and/or skills. Such opportunities may 
include: courses, learning materials, coaching, 
mentoring, job shadowing, supervised practice etc. 
Make sure that you choose learning opportunities that 

suit your preferred learning style. 

Take opportunities to apply your new knowledge and 
skills in the workplace. Use the NOS to help p lan your 

work and check that you are working to good pract ice. 
6. Apply new knowledge 

and skills 

7. Re-assess your 
performance 

Use the NOS to re-assess your performance, and to 
reflect on how well you are applying your new 

knowledge and skills. I t can be helpful to work with 
colleagues and/or your manager to carry out this re-
assessment – perhaps as part of an appraisal process. 
Consider whether you consistently meet a ll of the 

‘outcomes of effective performance’, possess all 
relevant knowledge and understanding, and have 
acquired the necessary skills. Use the results of th is 

review to identify any further development needs. 

Review your competence in managing your own 
resources and professional development against Unit 

A1 and/or Unit A2. 1. Check your own skills 
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Checklist 

• Have you reviewed the content of the following National Occupational Standards: 

 A1: Manage your own resources [Management and Leadership] 

 A2: Manage your own resources and professional development [Management 

and Leadership]? 

 Unit A1 is recommended for team leaders, and Unit A2 is recommended for first 

line managers and middle managers. 

• Have you checked the requirements of your professional body regarding 

professional development? 

• Do you continuously and systematically review your performance, knowledge and 

skills to check that meet the current and future requirements of your role? 

• Do you use the National Occupational Standards to identify and prioritise your 

learning and development needs? 

• Do you take relevant opportunities to learn and develop? 

• Do you work with colleagues and/or managers to re-assess your performance, 

knowledge and skills? 
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Appendix 3: Presentation Materials 

Introduction 

This section provides details of the powerpoint slides which are available as part of this 

toolkit.  The slides may be helpful in explaining and demonstrating the advantages of 

National Occupational Standards (NOS) and can be used independently, combined or 

amended as required. 

The materials are divided into six sections, as follows: 

SECTION 1 – NOS: Advantages and Application 
• The advantages of NOS – the flexible workplace tool 

• Application – for Trainers, HR specialists and Returning Officers 

• Application – for Practitioners and Managers 

SECTION 2 – What are NOS? 
• What are National Occupational Standards (NOS)? 

• About NOS 

• National Occupational Standards – Describing NOS 

• Key Characteristics of NOS 

SECTION 3 -  What do NOS Look Like? 
• Components of a National Occupational Standard 

• Sample Summary Page 

• Sample Outcomes Page 

• Sample Knowledge and Understanding 

SECTION 4 – About the NOS for Electoral Services Staff 
• Background to the development of the Electoral Services NOS 

• The Electoral Services suite/collection of NOS 

SECTION 5 – Using the Electoral Services NOS 
• Using NOS to support the recruitment process 

• Using NOS to develop job descriptions – key steps 

• Job Descriptions – Example of identifying duties and responsibilities 

• Job Descriptions – Example of person specification development 

• The NOS Practitioner Toolkit for Electoral Services 

• Obtaining the ES NOS and Practitioner Toolkit 

SECTION 6 – The Electoral Services NOS Practitioner Toolkit 
• How the Toolkit can help 

• Toolkit coverage 

• Other resources 

 
 


