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	Job title
	Superintendent Registrar

	Salary, Grade and SCP

	Grade 8, SCP 31-35
£39,186 - £43,421

	Service/Team

	Smart Cities and Enabling Services

	Responsible to
	Registration Services Manager


	Responsible for staff/equipment 
	Responsible for stock and records as set out below. 

	Main purpose of job 
	To act as the Council’s Superintendent Registrar in relation to operational statutory duties and legal obligations for registration services as laid down by law and to assist in the provision of an efficient and effective registration service within Sunderland which meets the requirements of the General Register Office (GRO). 


	Key responsibilities 
	 To be responsible for the Council’s statutory Superintendent Registrar duties in respect of the Registration Service under a variety of constantly changing regulations and related legislation. 

 To manage the specialised registration software system (RON) in relation to specified operational duties throughout the district to ensure that the system operates smoothly, efficiently, and securely. 

 To be the statutory officer responsible for all registers housed within the city and numbered certificate stock and to answer to the GRO for such on a regular basis. 

 To ensure that all approved premises are licensed correctly and display legal notices before wedding and civil partnerships can take place. 

 To take responsibility for communicating with all clergy within the city in relation to all marriages that take place within their religious venues. 

 To be on the first point of contact for all urgent register general licence marriages that take place within the city and to conduct the same within registration law.

 To report to the Home Office and Police any instances where suspicious marriage or civil partnerships are proposed to take place. 

 To take responsibility for annual registration with the Home Office for nationality services and citizenship ceremonies. 

 To maintain an expert knowledge of the GRO Handbook and registration rules and regulations and to ensure that all staff follow these. 

 To be responsible for the technical training of Registration Officers, and to develop and support staff within the Service in the professional competencies required of the role, covering birth, death, still-birth, civil partnership and marriage registrations.
 To assist the Registration Services Manager in developing and introducing new and imaginative ways of delivering registration and other suitable additional services. 

 To contribute to policy development and provide advice and guidance to support the Registration Services Manager in ensuring that GRO and internal service standards are set, monitored and upheld. 


	Key tasks 





	 To deal with all aspects of civil marriage and partnership preliminaries involved in taking notice of marriage and civil partnership, including taking fees, interviewing couples and checking documents to ensure validity and compliance with registration law. 

 To prepare for and conduct statutory and celebratory ceremonies in the Sunderland Register Office and at licensed venues throughout the city. 

 To also carry out the registration of births, deaths and still-births when required, and investigate and ascertain the need for deaths to be reported to the Senior Coroner and make such reports as and when necessary. 

 To organise and perform citizenship ceremonies and liaise with the Home Office regarding receipt and the process of certificates. 


 To participate in the weekend and public holiday working schedule, performing and registering a variety of ceremonies.

 To maintain and be responsible for security and non-security stock and ensure appropriate levels of security are maintained in relation to all stock and registers.

 To assist the General Office with duties appertaining to the post including the checking and signing of copy certificates. 

 To interpret and implement new areas of legislation and guidance from the GRO and other organisations in relation to the statutory and non-statutory requirements of the registration service. 

 To liaise with other bodies such as the GRO to ensure that the service provided meets all statutory requirements. 

 To annotate registers for corrections, re-registrations, and adoptions. 

 To ensure all income and expenditure is processed and reconciled in accordance with legislation, financial regulations, and audit requirements. 

 To develop initiatives aimed at promoting the Registration Service and to identify and optimise opportunities to increase income. 

 To deal with any complaints received in relation to the Service where that is appropriate.

 To carry out any other duties as the exigencies of the Service dictate.


	Other duties/specific policies e.g. DBS

	 The post holder must carry out their duties with full regard to the Council’s Equal Opportunities Policy, Code of Conduct and all other Council Policies.

 The post holder must comply with the Council’s health and safety rules and regulations and with health and safety legislation.

 The post holder must comply with the principles of the Freedom of Information Act 2000 in relation to the management of Council records and information. 

 The post holder must comply with the principles and requirements of the Data Protection Act 2018 and GDPR in relation to the management of Council records and information and respect the privacy of personal information held by the Council.
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