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JOB DESCRIPTION

Job Title: 	Registration Officer (Deputy Registrar/Deputy Superintendent Registrar)
Directorate & Section/Unit: 	People/Communities/Registration and Coroner Service
Reporting to:   	Head of Registration, Coroner and Resettlement Services
Responsible for: 			N/A
Salary Grade: 			Scale 6
Our People Values:
To uphold and act in accordance with Worcestershire County Council's values:
· Customer Focus 	               - Ensure delivery of a high-quality service which meets the needs of     
                 customers
· Can Do Culture  	               - Be proactive to achieve excellence, finding solutions and creative   
                 ways of working
· Freedom within Boundaries - Make constructive change through cohesive decision making,                
      ensuring services are responsive.

Purpose of job: 	

· To carry out all statutory duties of a Deputy Registrar of Births and Deaths and Deputy Superintendent Register in accordance with the Registrar General’s requirements.

· Carry out other statutory and non-statutory services provided by the Registration Service.

· To deliver excellent customer service.

				
Main Activities & Responsibilities:
	
· Ensure all entries for births, deaths, still-births and marriages schedules and documents are recorded correctly into RON and arrange corrections when appropriate.

· To be accountable for the reconciliation of accounts and returns including banking of monies in accordance with the Registrar General/County Council’s accounting arrangements. 

· Follow retention of documents policies in accordance with GRO guidance

· Registration of Births, Deaths, Stillbirths and Marriages in accordance with the statutory and legal framework and associated initiatives.

· To register and attest declarations for re-registrations and refer to GRO when unable to be authorised locally.

· Undertaking domiciliary registrations as and when required.

· Issue certificates of 'no liability to register'.

· Refer deaths to the Coroner when the detail on the Medical Certificate of Cause of Death is inconsistent with the Registration Acts.

· Register Inquests in accordance with guidance, issuing the appropriate paperwork and certificates as required.

· Attest notices of marriage and civil partnership in accordance with the relevant Acts of Parliament

· Conduct and register marriages and civil partnerships and non-statutory ceremonies in the register office, approved premises and registered buildings.

· Issue marriage and civil partnership schedules and certificates of no impediment 

· Prepare associated marriage paperwork eg. Passport forms PD2, reduction in waiting time, Registrar General's licence and detained and housebound notices.

· Responsible for checking and monitoring, as and when directed, copies of birth, stillbirth, death and marriage schedules and documents and civil partnership schedules.

· Performing duties and giving advice regarding adoption, corrections, re-registrations, late registrations and change of names.

· Completion of Tell Us Once following registration of death.

· Dealing with correspondence, clients’ telephone calls, and occasional duties.

· Attendance at other Registration Offices/Register Office as necessary to deal with statutory, non-statutory services and support as required to meet service demands.

· To maintain up to date knowledge of regulations, online handbook, circulars, statutory instruments and other instructions and ensuring compliance and implementation of any appropriate changes, cascading to reports as required.

· Chase late birth registrations in accordance with GRO guidelines.

· Responsible for checking for possible fraudulent passports and immigration documents. Dealing with correspondence with HM Passport Office and Home Office. Establish nationality of informant and report any sham or suspicious marriages to the Home office

· Ensuring all registered marriages are listed on the spreadsheet or scanned to RO as required





Generic Accountabilities:	

· To maintain personal and professional development to meet the changing demands of the job, participate in appropriate training activities and encourage and support staff in their development and training

· To undertake other such duties, training and/or hours of work as may be reasonably required and which are consistent with the general level of responsibility of this job

· To undertake health and safety duties commensurate with the job and/or as detailed in the Directorate’s Health and Safety Policy

· The duties described in this job description must be carried out in a manner which promotes equality of opportunity, dignity and due respect for all employees and service users and is consistent with the Council’s Equality and Diversity Policy

Contacts:

     In all contacts the post holder will be required to present a good image of the Directorate and the County Council as well as maintaining constructive relationships.

Internal: Elected Members, Directors, Assistant Directors, senior managers, management teams, managers and staff across all Directorates, project staff, 

External: District & County Councils, Government agencies and departments, GP’s, healthcare settings, Prison Service, PCT, Police, Fire, Ministry of Justice, Chief Coroners Office, suppliers, contractors, service providers, statutory and voluntary organisations, service users, members of the public, volunteers, Home Office       


Additional Information:	


· The Council reserves the right to alter the content of this job description, after consultation to reflect changes to the job or services provided, without altering the general character or level of responsibility

· Reasonable adjustments will be considered as required by the Equality Act.



Author:	S Caldwell					Date: 22/12/2022
								Date of grading confirmation:03/01/2023
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