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Job Description
	For HRU use only
	Ref: 3674


	Directorate
	Chief Executive’s Office

	Section/Location
	Law and Governance/Registrars

	Post Title
	Apprentice Team Member

	Permanent/Temp
	Temporary -18 months

	Grade
	Apprentice

	Responsible to
	Superintendent Registrar/Registration Office Manager

	Responsible for
	To support the delivery of statutory and non-statutory services on behalf of the Registration Service and North Tyneside Council

	Job Purpose

	To provide an efficient and effective customer focused Registration Service on behalf of North Tyneside Council. The service we provide include the registration of births, deaths, marriages and civil partnerships, the Tell Us Once service, the administration and delivery of civil ceremonies, the issue of certificates for legal and research purposes and the provision of Citizenship ceremonies. The apprentice will have an important role in contributing to the smooth running of the service.


	Job Content

	· To deal with enquiries including written, telephone and personal enquiries from customers on a busy reception desk in a professional and efficient manner, responding with courtesy, helpfulness and with sensitivity.
· Issue certified copies of register entries for customers 

· Handle payments

· Make appointments for customers needing to register births or deaths.

· Assist with the smooth running of ceremonies

· Undertake all other administration tasks including computerised annual indexing of archived record.



	Performance standards

	Become acquainted with all North Tyneside Council’s policies and procedures and will promote and implement the Council’s Equal Opportunities Policy, Health and Safety Policy and the Code of Conduct in all aspects of employment and service delivery.
Comply with Freedom of Information Act 2000 in relation to the management of Council records and information.

Comply with Data Protection and the principles enshrined within it in respect of personal information held by the Council.

Participate in staff development and take personal responsibility to improve and develop skills, knowledge and ability.

Act in a professional and courteous manner at all times and promote the Registration Service and North Tyneside Council in a positive way.



	Working conditions

	The Register Office is based in North Shields town centre. The opening hours to members of the public are Monday – Friday 09:00 -16:00 and by appointment on Saturdays.
The hours of the post are Monday to Friday 09:00 until 17:54

The Apprentice will be based in North Tyneside Register Office but will be required to attend training off site.




	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	Be able to prioritise workload.

Knowledge of IT applications


	
	Application form/interview

	Qualifications and Training
	
	5 GCSE passes A-C including English and 

Mathematics
	Application form/certificate/interview

	Experience
	
	No experience necessary as training will be given however a caring and polite manner is needed.
	

	Special Requirements
	Neat legible handwriting


	
	Writing exercise at interview
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