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senior registration officer
SALARY GRADE: HBC6
	Halton Borough Council 

resourcing@halton.gov.uk


	Working at Halton

	All our colleagues at Halton have made a positive commitment to delivering great outcomes for our communities.  Whoever joins us will share that passion for outstanding service, and strongly align with the values which define our workplace culture: 

· Working Together – building fantastic relationships with colleagues and customers 

· Continuous Improvement – Keeping great service delivery at the heart of everything we do

· Personal Growth – Learning, growing and developing ourselves 

· Accountability – doing what we say we are going to do

· Inspiring Leadership – positive roles models and leading by example

To read more about our values, click HERE
We are immensely proud that when asked what’s great about working for Halton, the most popular response from our workforce has been ‘our colleagues’.

Aside from working with a great team, our employees have access to a fantastic range of benefits, including:

· A generous annual holiday allowance starting at 34 days per year (including bank holidays), increasing with long service

· Membership of our defined benefit, salary-linked pension scheme with generous Employer Contributions
· 3 x Salary Life Cover via Local Government Pension Scheme

· Investment in your personal development 

· Free Car Parking at HBC sites 

· Car leasing schemes
For further information about all the benefits we offer, please click HERE.


	About the Job 

	This role involves undertaking the full range of duties in connection with the registration of births, deaths and marriages and the taking of notices of marriage and partnership at various locations throughout the Borough and providing comprehensive advice to Service colleagues, and to customers promoting informed customer choice, with due regard to the Council’s Customer Care and Equal Opportunities policies. 

Also providing managerial support to the Principal Registrar and/or the Superintendent Registrar and deputising for them in their absence and taking responsibility for a specified portfolio of Registration Service work. (Portfolios are subject to change/adaptation to meet changing Service requirements).

More specific responsibilities include:
· Accurately recording details required by law for the registration of births, still-births, deaths and marriages and the taking of notices of marriage and civil partnerships, ensuring that the Council meets its statutory obligations and discretionary targets.

· Undertaking the full range of registration and ceremonial duties including: marriages, civil partnerships, citizenships and non-statutory duties and such other ceremonies, including taking responsibility for managing the ceremonial party which can range from 4 to 100 plus people.

· Maintaining an accurate record of all monies taken and paid-in to the Council, security of certificates and prepare accounts, in line with Local Authority audit procedures.

· Receiving and responding to customer enquiries and complaints, ensuring that issues are addressed efficiently and effectively within the statutory framework and wider community interests.

· Supervising the search, preparing and supplying of certified and commemorative certificates of birth, death, marriage and other celebratory events.

· Overseeing the daily management of appointments for the registration duties and all other celebrant-based services 

· Delivering in-house training to ensure that staff are fully trained on all technical issues.

· Providing direction, guidance, support and counselling to registration officers and other council employees to improve personnel resources through motivation and maximising potential 

· Supporting and deputising for the Principal Registrar and or the Superintendent Registrar in matters relating to the Service so that high quality and continuity of service is provided and monitored at all times. Acting as the Statutory Officer for Births, Death and Marriages as required.

· Contributing to Service operational planning and recommending actions, ensuring that an excellent service delivery to the public.

· Encouraging co-operative working by liaising with other local authorities, government departments, health authorities, the Church and a wide range of partners to improve the effectiveness of the Service, to the benefit of the Halton community as a whole.

· Undertaking any other duties and responsibilities as may be assigned from time to time, which are commensurate with the grade of the job.



	About You

	You will hold three GCSEs Grade C or above or NVQ Level 2 or equivalent standard and possess the Registrar Generals Certificate of Competence or demonstrate capability through depth and breadth of knowledge gained via prior experience.
In addition you will have:

· Recent experience in the Registration Service and hold in-depth experience on issues relevant to the post

· Capability through depth and breadth of knowledge gained via prior experience.
· High level of interpersonal skills in dealing with Senior Officers, members of the public and other Registration Officers.
· Good communication skills at all levels (oral and written) and good staff and team development skills, including mentoring.
· A strong customer/client focus to provide a high quality, sensitive and professional service.
· Keyboard skills and knowledge of relevant software systems and financial/numeracy skills with regards to cash handling and the ability to produce accurate and clear accounts.
· A thorough knowledge of the Registration Service rules and regulations, including legislation.
· Self-motivated with capacity to work under pressure and meet deadlines/service quality standards.

· Confidence in own ability/knowledge
· The willingness to work flexibly as part of a team and work unsociable hours (including evenings, weekends and Bank Holidays) and to travel to work outside normal hours.
As this role involves regular travel across the borough and sometimes further afield, a driving license and access to a vehicle are essential requirements.  Where appropriate, reasonable adjustments will be made in accordance with the provisions of the Equality Act.

The Council and its schools are committed to safeguarding and promoting the welfare of children, young people and adults and expect all staff, workers and volunteers to share its commitment.

	
	

	
	

	


