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JOB DESCRIPTION
	Post Title:                               Casual Registration Officer  


	Grade and Salary Scale:       G SCP 22 – 24  



	Department and Service:      Finance Governance and Support – Legal & Democratic 
Responsible To:                    Principal Registrar & Coroners Officer
Post Ref:                                G822


Purpose of the Post:

Duties and Responsibilities:

1. To ensure the completeness and accuracy of the registration of births, deaths, still-births and marriages in accordance with current relevant legislation.

2. To take a notice of marriage or civil partnership and conduct marriages, civil partnerships, citizenship and other ceremonies at the Register Office or any approved building within the borough of Middlesbrough in accordance with current relevant legislation.

3. To exercise appropriate legal expertise and decision-making surrounding the process to effect corrections to any errors in birth death and marriage registers in the custody of the Registrar and/or the Superintendent Registrar.
4. To provide administrative support to the service as well as give consistent and accurate advice and assistance to service users in accordance with current relevant legislation and procedures.

5. To maintain an effective relationship with working partners such as the Coroner’s office and the local hospital to secure effective and efficient legal processes to assist the customer journey.
6. To ensure the appropriate collection of all fees and accurate recording and deposit of same.
Corporate Responsibilities:

· We will make every reasonable effort to supply the necessary employment aids, equipment or adaptations to enable employees to perform the full duties of the job in accordance with the Equality Act 2010 where a post holder is disabled.
· You will 
· demonstrate a commitment to the principles of equality of opportunity and fairness of treatment in relation to employment issues and service delivery.
· respect all confidentialities and principles and practices of the Data Protection Act.

· comply with Health and Safety policies and legislation.

· be committed to continuous personal development, including Middlesbrough learns.

· demonstrate a commitment to the safeguarding of children and vulnerable adults, highlighting any areas of concern with the appropriate service and adhering to the policies of the Council relating to these issues.
· The above duties and responsibilities cannot totally encompass or define all tasks which may be required.  The outlined duties and responsibilities may, therefore, vary from time to time without materially changing either the character or level of responsibility: these factors are reflected in the post.
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PERSON SPECIFICATION 
For the purposes of recruitment and selection, you will be assessed against Our Values and the criterion which are marked as Essential / Desirable in the Qualifications and Knowledge & Experience section.
Our Values

Our Values are a critical element of our strategy to create a brighter future for Middlesbrough. They will be at the heart of everything we do and will be the foundation for how we operate, behave and make decisions.  Having these values will help you be the best you can be and help Middlesbrough to grow and thrive.  
	PASSIONATE about Middlesbrough
· Believe in Middlesbrough

· Be proud to work for the Council
· Have a ‘can do’ attitude




	INTEGRITY at our heart

· To be open, honest and transparent

· Communicate well with others

· Treat others with respect



	CREATIVE in our thinking
· Always look to improve

· Find solutions to problems

· Positive to change



	COLLABORATIVE in our approach

· Engage and consult with others

· Seek feedback from others

· Understand the needs of others



	FOCUSSED on what matters

· Understand the Council’s and my own priorities

· Put the customer first

· Deliver against expectation



	
	Essential

x
	Desirable

x

	QUALIFICATIONS: 


	
	

	1. Educated to GCSE or equivalent (including English and Maths)
	X

	

	2. Registrar Generals Accredited Programme qualification
	
	X

	3. Experience of working in a customer facing environment
	X

	

	KNOWLEDGE & EXPERIENCE 


	
	

	4. Knowledge of the legislation in relation to the Registration Service
	
	X

	5. Experience of registering births, deaths, marriages or civil partnerships
	
	X

	6. Experience of citizenship services
	
	X

	7. Ability to communicate service information in a clear, accurate and professional way with the ability to take control of situations when unexpected situations occur
	X
	

	8. Experience in the use of a variety of information technology packages, especially web-based systems


	
	X

	9. Ability to perform ceremonies to a diverse audience in an effective manner


	
	X

	10. Ability to work weekdays, weekends and bank holidays as required


	X
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