ROLE PROFILE 

	Service:
	Law and Governance

	Location:
	Bournemouth, Christchurch and Poole Registration Offices

	Job Title:
	Ceremony Officer 

	Grade:
	BCP Band E 

	Post No.:
	101625

	Reports to:
	Superintendent and Additional Superintendent Registrar 


PURPOSE OF THE JOB

· To undertake all statutory registration and discretionary duties to ensure that the Registration Acts, Regulations and Legal Obligations of a Registrar are applied in a fair and equitable manner including conducting marriage, civil partnership and citizenship ceremonies and registration of births, still births, deaths and marriages.
· To provide an administrative support service to the Registration Service and to give advice and assistance to customers accurately and uniformly at all times in accordance with relevant legislation.  
· To provide the front line service point for the Registration Service face-to-face, via telephone and email and ensure customers are dealt with efficiently, effectively and with due consideration
· To help Bournemouth, Christchurch and Poole Registration service conduct memorable and life defining events for its customers via a modern, efficient, high-quality value for money service which is considerate, respectful, welcoming and personal and which inspires customer confidence and in which it is a pleasure for staff to work.
Key accountabilities:
· To carry out the legal duties of Registrar or Deputy Registrar of marriages and civil partnerships 
*To undertake all the preliminary questioning and registration of marriage/civil partnership in accordance with the requirements of the relevant legislation under the general direction of the Registrar General both within the Register Office and other buildings registered for marriages and civil partnerships

*To determine whether a marriage/civil partnership should proceed in cases where substantial discrepancies have been uncovered during the preliminary questioning 

*To be responsible personally in law for all the duties performed when acting in the capacity of Registrar of marriages

*To be responsible for all the administrative and ceremonial duties of a civil partnership Registrar acting on behalf of the Local Authority 

*Performing all the necessary administrative functions relating to all ceremonies offered by the Registration Service to ensure the ceremony can proceed without any technical hindrance 

Statutory Responsibility

· To carry out the legal duties of a Registrar or Deputy Registrar of births, still births deaths and marriages in any location specified by the Registration Authority:
*registering births, still births and deaths that have occurred within the borough in accordance with the Statute in an efficient and professional manner

*attest declarations in respect of births and deaths occurring in other districts of England and Wales

*to report certain deaths to the Coroner where legislation requires it

*to gather statistical information as required under the Population Statistics Acts for submission to the Office for National Statistics/Health Authority/Local Authorities

*to advise upon and deal with applications for corrections and amendments to legal records of birth, death, marriage and civil partnership in current and archived records in accordance with instructions issued by the Registrar General and/or the Handbook for Registration Officers

*To attest notices of marriage and civil partnership and to issue marriage authorities on a daily basis in accordance with the relevant legislation

*To carry out the legal duties of a Deputy Superintendent Registrar in any location specified by the Registration Authority including conducting marriage, civil partnership and citizenship ceremonies.

*To report suspicious marriages or civil partnerships to the Home Office though the correct channels.

* Registrars are supervised directly however when undertaking their legal duties of Registrar or conducting citizenship duties, Registrars work unsupervised and are required to make their own decisions
Customer Focus
· Proactively develop and maintain relationships with customers (internal and external) so as to ensure services provided meet customer need in line with Poole Registration Services Good Practice Guide. 
· Contribute towards the development of both customer service and access to the service as the driver for improvement 

· Deal with all external and internal customer enquiries in a professional, courteous and efficient manner  
· To be sensitive to the needs of different customer groups and arrange appropriate support to ensure fair and equal access to services

· Ensure compliance with all procedures so accuracy and confidentiality of records and integrity of data can be maintained

· Establish the reason for the customer’s contact and where appropriate log them onto an electronic diary system to see a Registration Officer.
· To act as Usher on occasions during busy periods.
Team Working and Performance
· Ability to work within a pressurised team environment and be a committed team player supporting colleagues, sharing knowledge and information to ensure a quality service is provided to customers in a changing environment  

Communication
· Liaise with other departments, external organisations and attend meetings to improve service delivery through the sharing of experience and best practice

· Encourage customers to use the most appropriate channels of communication, alerting them to alternative forms of access into the Council

· To deal sensitively and professionally with customers through a range of communication channels, ensuring they experience an excellent level of service customer regardless of the service they require and portray a positive image of the Council

Financial and Asset Responsibilities
· Searching computerised and manual indices of birth, death, marriage and civil partnership and preparing certified copies of historic records neatly and accurately
· Maintaining the security and safety of ceremony schedules and certificates both on and off site
· To perform daily cashing up duties such as the collection, accounting, safekeeping and banking of income in the role of Registrar and Deputy Superintendent Registrar
· Maintain the security of records, buildings and customer transactions

· Comply with Council procedures and Financial Regulations for handling income and expenditure within the service
·  key holder responsibilities for opening and closing the office across the 3 locations.
Flexibility

· Work with a degree of flexibility required to perform work not specifically referred to above although falling within the scope of the post at the appropriate grade.

· Registration work may be undertaken at a range of locations and outside of normal working hours. 

· Regular Saturday and Sunday working is required (including issuing burial documents on a rota basis).
· You may be required to work across the new authority of Bournemouth, Christchurch and Poole.
Health and Safety

· Ensure safe and efficient delivery of service by achieving high standards of health and safety and reducing risk.

· Be fully aware of relevant Health and Safety legislation and ensure compliance in the service areas managed 
The Council’s Commitment to Equality

· Deliver the Council’s commitment to equality of opportunity both in the provision of services and as an employer.  Promote equality in the work place and in the services the Council delivers.

· To encourage and develop the corporate approach to customer needs as reflected in the Council’s structure and style.

PERSON SPECIFICATION

ESSENTIAL CRITERIA

Qualifications Required: 

	Type
	Level required

	Qualifications
	· GCSE (or equivalent) English and Maths


	Skills 
	· Ideally some experience in the Registration background and a commitment to own continuous professional development
· Own driving licence and car (preferable)


Technical / Knowledge Requirements

	Type
	Description

	Registration knowledge
	· Excellent knowledge of the registration and nationality and settlement legislation

· Be able to learn, interpret and work through complex legislation and procedures
· Interested in collecting and preserving information

	IT Skills
	· Good knowledge of Microsoft Outlook, Excel and Word packages
· Be confident in working with computer systems

· Ability to obtain and interpret information in order to effectively deliver excellent customer services, using a range of information systems


Behavioural Competencies

	Competency
	Key to role

	Communication Skills
	· Excellent communication skills: both oral and written, to be able to explain complex legislation and communicate decisions/requirements effectively to customers 

· Ability to write clearly and accurately

· Ability to complete detailed forms and accounts

· Ability to liaise effectively with internal and external organisations 

	Provision of appropriate data
	· Ability to search a variety of information sources to meet the needs of the customer and resolve the queries

· Ability to maintain accurate records 

	Manage competing priorities
	· Ability to work unsupervised and under pressure and meet or exceed personal and team targets and deadlines, and be flexible in responding to changing circumstances 
· A flexible and adaptable approach to work and be able to deal with a number of issues simultaneously, responding to operational needs to deliver a high level of customer satisfaction

	Provide high quality customer services
	· Ability to deal tactfully, patiently and discreetly with members of the public from different backgrounds and cultures 

· Ability to obtain information from people in stressful emotional circumstances

· Ability to provide solutions to complex problems; review and continually improve systems and ways of working

	Work collaboratively

	· Ability to work effectively and under pressure as part of a team and to provide ongoing support to other team members

	Flexible service delivery


	· Demonstrate a commitment to the delivery of the service to meet unusual demands and support customers appropriately in emergencies and in special situations

	Striving for Excellence


	· Demonstrates a positive attitude and approach to work and generates this in others

· Copes effectively with work-related pressures and setbacks whilst being flexible and adaptable to changing goals and circumstances

· Acts quickly to deal with potential problems

· Ensures own work and that of the team is of a high quality, accurate and timely


Registration of Births, Deaths and Marriages Regulations 1968/2049

Part II Registration Officers

Disqualifications for Appointment 

Notwithstanding the provisions of regulation 4 no person shall be qualified for appointment (a) to any registration office - 

(i) if he has been declared bankrupt and has not subsequently obtained his discharge, or he is the subject of a bankruptcy restrictions order or an interim order, or if he has made any composition or arrangement with his creditors and has not subsequently paid his debts in full or obtained a certificate of discharge; 

(ii) not used 
(iii) if he is, or has been during the 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; 

(iv) if he holds any office as authorised person, secretary (for marriages) of a synagogue or registering officer of the Society of Friends; 

(v) if he is a minister of religion, a medical practitioner, a midwife, an undertaker or other person concerned 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; 

(vi) if he is an officer or servant of the council appointed by them as the proper officer; 

(b) as superintendent registrar, if he holds office as a registrar; 

(c) as registrar, if he holds office as a superintendent registrar or is a coroner or is an officer 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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