
 
 

Elections Staff - Job description 

Sack sorting assistant 
Responsible to Sack Sorting Supervisor 

Rate of pay  To be advised in appointment letter  

Hours  To be advised in appointment letter 

Location Count venue – White Horse Leisure & Tennis Centre 

Employer 

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

DBS check required No 

Date job description updated For May 2024 
 

 

Purpose of the post 
 
The purpose of the sack sorting team is to receive and sort the stationery, used and 
unused paperwork from the polling stations and box up or dispose appropriately. 
 
You will be working in a small team under the supervision of the Sack Sorting Supervisor. 
 

Summary of responsibilities and personal duties 
 

• To sort packets and equipment returned from polling stations as directed by the 
Returning Officer or Electoral Services staff. 
 

• Ensure that waste is disposed of effectively and recycled where possible 
 

• Maintain a safe system of work for yourself and others at all times. 
 

The role will require an element of lifting and moving items of various weights, shapes and 
sizes.  Please follow all instructions given, and read the council’s Health and Safety 
Manual Handling Policy (attached).   

 

Special Conditions 
None.   

Person specification 



 
 

 
Experience 

• None required. 
 

Skills/personal attributes 

• Keep calm under pressure  

• Ability to lift and carry ballot boxes and equipment 

• Punctual and reliable 

• Polite and professional manner 

• Be physically fit and able in order to lift, carry and move boxes, paperwork and 
equipment. 
 

Essential requirements 

• The post holder must not have helped or been employed in any way, either for or 
against, any candidate, election agent or political party involved with the election. 

• The post holder must not have been convicted of an offence under electoral 
legislation. 

• The post holder must read, accept and adhere to the terms of the Statement of 
Secrecy. 

• In accordance with the Immigration, Asylum and Nationality Act 2006, the post 
holder must demonstrate that they are permitted to work in the UK (evidence will be 
required such as a passport showing that the post holder is a British citizen or a 
citizen of the United Kingdom and Colonies having the right of abode in the United 
Kingdom). 

 
 
Version Control 
Reviewed for May 2024 SJB 
 
 



 
 

 



 
 

 



 
 

 



 
 

 



 
 

 



 
 

 



 
 

 


