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Job Description

	For HRU use only
	Ref: 3782


	Directorate
	Chief Executive’s Office  

	Section/Location
	Law and Governance/Registrars

	Post Title
	Deputy Registrar (Casual)

	Permanent/Temp
	Permanent

	Grade
	4

	Responsible to
	Superintendent Registrar/Registration Services Manager

	Responsible for
	Delivery of statutory and non-statutory services on behalf of the Registration Service 

	Job Purpose

	To provide an efficient and effective customer focused service with the highest commitment to customer care. The services provided includes the registration of births, deaths, marriages and civil partnerships, the Tell Us Once service, and the administration and provision of Citizenship ceremonies. The Deputy Registrar will cover for Registration Officers’ annual leave and sickness and contribute to the running of the service.    


	Job Content

	Main duties of the post
Deputy Registrar (Casual)
· Deputise for the Registration Officers during absences.

· Be responsible for the statutory duties of the Registrar including quality control, ensuring quarterly returns of all births, deaths, still births, marriages and civil partnerships are made to the Registration Office Manager in a timely manner.

· Stock control and accurate accounts are maintained.

· Attest Notices of marriage and civil partnership.

· Conduct civil ceremonies.

· Register births, deaths and marriages occurring in North Tyneside. To obtain prescribed information from the persons wishing to Register births, deaths, still-births and marriages and record that in the relevant register, and issue the appropriate certificates. Also to issue certificates of births, deaths, still births and marriages from current registers. To liaise with Medical Practitioners, Coroner’s Officers, Hospital Administrators and Funeral Directors as appropriate. To issue documents to allow burials or cremations to take place.

· Prepare copies of register entries for the Superintendent Registrar and issue birth, death and marriage certificates from registers in custody of Superintendent Registrar.

· Process payment and keep records of all daily banking details and ensure payment is made to North Tyneside Council Income department.

· Provide clerical support in a busy public reception dealing with certificate applications, members of the public and telephone enquiries.

· Undertake tasks and responsibilities within the register Office in addition to statutory duties of their office, including the computerised annual indexing of old records.

· Ensure all correspondence is responded to and ensure all personal callers are dealt with, within the agreed service level agreement as set out in the office Performance Indicators and the National Good Practice Guide.   


	Performance standards

	The Deputy Registrar (casual) will:

· Be fully acquainted with all North Tyneside Council 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 the freedom of information Act 2000 in relation to the management of Council records and information.
· Comply with the Date Protection 1998 and the principles enshrined within it in respect of personal information held by the Council. 

· Positively contribute to Individual Performance Reviews and One to One meetings.

· 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 9:00-4:00 and by appointment at weekends.

The registrars are included on an Annual weekend rota for civil ceremonies and will also be asked to cover for members of staff during sickness or other absences during the week days. The rota will include Saturdays, Sundays and Bank Holidays.

There is a requirement to work late on occasions at the Citizen ceremonies (usually no later than 6:30).
The Deputy Registrar (Casual) will be based in North Tyneside register office but on occasions will be required to :

· Work at any site or venue within North Tyneside.

· Attend training (some training venues may be outside of North Tyneside).




	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	Basic IT skills (use of email and word) 
Good level of literacy and numeracy
Ability to work in a flexible and responsive way

Ability to work as part of a team

Good communication skills


	
	Assessment and application

	Qualifications and Training
	Some GCSEs including Maths and English (or the equivalent) 
Commitment to work towards the academic requirements of the role including  Functional Skills 


	
	Application and Interview

	Experience
	No special experience required


	
	Application and Interview

	Special Requirements
	Enthusiasm
Neat and legible handwriting as will be writing certificates
Good punctuality and ability to manage time well
Friendly, helpful and keen to offer good service to customers

Motivated and willing to learn

Willingness to learn to use a range of software

Interested in working with people
	
	Application and Interview
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