[image: WCC Logo
]/

PERSON SPECIFICATION


Job Title: 	Registration Officer (Deputy Registrar/Deputy Superintendent Registrar)
Directorate & Section/Unit: 	People/Communities/Registration and Coroner Service
Salary Grade:  			Scale 6

EXPERIENCE:

It is essential that the post holder has:

· Significant experience of working in a customer focussed, front line statutory service.

· Significant experience of working in the Registration Service or equivalent legislative area.

It is desirable that the post holder has: 

· Demonstrable experience of financial transaction processing

KNOWLEDGE, SKILLS AND ABILITIES:

It is essential that the post holder has:

· Ability to deliver Registration services effectively and within the statutory framework and the General Register Office guidance.

· Detailed knowledge of and the ability to deliver Registration services effectively and within the statutory framework and the General Register Office guidance.

· Detailed knowledge of current legislation including Birth and Death Act, Marriages and Civil Partnership Act, Approved Premises Act.

· Ability to prepare documents within a prescribed format ensuring content is accurate.

· Ability to deliver a service, which meets internal and external high standards on target and on time.

· Ability to effectively utilise information technology and associated systems.

· Ability to work as part of a team.

· Excellent communication skills: written and oral including sympathetic and appropriate care of the bereaved.

· Ability to manage work programme, prioritise competing workloads and timescales.

· Ability to officiate in a suitable manner at marriage, citizenship, partnership and other ceremonies, behaving with the necessary gravitas, and being of smart appearance.

· Experience of partnership working with multiple organisations.

· Demonstrate passion for first class customer service.
QUALIFICATIONS/TRAINING & DEVELOPMENT:

It is essential that the post holder has:

· A level 5 qualification or equivalent compensatory experience.

· Evidence of continuing professional development or a willingness to undertake appropriate training.


It is desirable that the post holder has:

· Completion of Registrar General’s certificate and/or National Qualification.


ADDITIONAL INFORMATION

It is essential that the post holder has:

· A willingness to undertake appropriate training.

· A commitment to further personal and professional training and development.

· A commitment to operate within a customer focused environment

· A commitment to equal opportunities and anti-oppressive practice

· Requires postholder to work daytime/evenings/weekdays/weekends and provide cover at short notice, i.e. a flexible approach to working hours.

· Smart personal appearance in order to meet with the public and represent the council at formal events.

· Ability to travel across the County sometimes at short notice.

· Requires postholder to be able to transport equipment (which may involve an element of lifting) to undertake duties for which appropriate facilities and training will be provided.
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The Registration of Births, Deaths and Marriages Regulations 1968-86

Part II

Registration Officers – Qualifications for appointment

4	A candidate for appointment to a registration office

1. must produce satisfactory evidence as to character


Disqualifications for appointment

0. Notwithstanding the provisions of regulation 4, no person shall be qualified for appointment-

1. to any registration office:-

1. if he has been declared bankrupt and has not subsequently obtained his discharge, or if he has made any composition or arrangements with his creditors and has not subsequently paid his debts in full or obtained a certificate of discharge;
1. If he has been dismissed from any office by the Registrar General and the Registrar General does not consent to his appointment;
1. If he is, or has been in the last 12 months preceding the date on which the appointment is to take effect, a member of the council, or of a committee of the council having duties in relation to the appointment of registration officers;
1. If he holds any office as authorised person, secretary (for marriages) of a synagogue or registering officer of the Society of Friends;
1. If he is a minister of religion, a medical practitioner, a midwife, an undertaker or other person involved in a burial or cremation business, a person engaged in any business concerned with life insurance, or a person engaged in any other calling which would conflict with or prevent the proper performance in person of the duties of the office for which he is a candidate;
1. If he is an officer or servant of the council appointed by them to exercise the functions of the proper officer;

1. as superintendent registrar, if he holds office as a registrar or any deputy registration office;
1. as registrar, if he holds office as superintendent registrar or is a coroner or in and office or servant of a local authority employed by them in the performance of duties relating to their functions as a burial authority.
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