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Person Specification

Job Title: 

Registration Officer (Part-time 18.5 hours/week)
Service: 


Law and Governance
Directorate


Corporate Services

Role Profile reference:
F&C 4A + Working Conditions
	Essential Requirements
	Method of Assessment

	Experience/Education/Training

· Ability to develop experience of working within a registration service.


	Application form/

interview

	Skills/knowledge and Ability
· Able to communicate effectively verbally, in person or over the telephone, and in writing to share and obtain information.
· Able to make decisions and reach conclusions, which balance competing objectives and resources and to be resourceful in the face of challenges.
· Able to provide excellent customer service, at times in a sensitive setting, by being able to deliver high quality tailored services to meet needs and exceed expectations.
· Able to work effectively within a busy team environment, and to manage a workload involving dedicated appointment times. 
· Able to effectively use a PC to prepare documents, record information or input data.
· Be socially confident and self-assured when meeting new people.
· To demonstrate the Council’s values.
	Application form/

interview

	Work Related Circumstances 
· Ability to work outside of normal working hours to meet the needs of the service.
· Ability to meet the travel requirements of the post - a full driving licence is required as the use of public transport is not usually practicable.
· Commitment to Equal Opportunities.
· Compliance with health and safety rules, regulations and legislation.

	Application form/

interview


