MEDWAY COUNCIL - JOB PROFILE

DESIGNATION
Registration Officer

DEPARTMENT
Medway Register Office

RESPONSIBLE TO
Office Manager

GRADE
Range 3

1.
MAIN PURPOSE OF JOB
An opportunity to join the Medway Registration Service and help provide a first class level of service to our customers in all aspects of registration work.  We are looking for a highly motivated, flexible individual to join our friendly and enthusiastic team. 

You will need to be able to work with the public and deal confidently, calmly, tactfully, sympathetically and effectively with stressful and emotional situations. 

The main purpose of this full-time role is to register births and deaths. In due course marriages will also be included. Around these duties you will be expected to also undertake the administration work pertaining to these areas, collecting and accounting for fees, collection of various statistics. 

Registration matters are recorded using bespoke software and with the majority of administration being through Microsoft Office, particularly Excel. There is a prerequisite for excellent keyboard skills, together with an eye for detail and ability to follow rules and procedures, whilst undertaking duties to the highest professional standards.

Sensitivity, neatness and accuracy are vital elements to all aspects of registration work and involves much one-to-one customer interaction. Up-to-date birth and death registration experience is essential. 

2.
ACCOUNTABILITY
MERGE05

2.
PERSON SPECIFICATION

Qualifications

Essential

•
Good level of education (GCSE in English and Maths or equivalent)  

Experience

Essential

         •    Previous experience of registering births and deaths

•
Previous experience of working in a public facing office and providing first class customer service
•
Demonstrable experience in using office-based applications such as Word, Outlook and, in particular, Excel  

•
Ability to demonstrate procedural and technical knowledge concerning birth and deaths registrations   
•
Ability to use literacy, numeracy and ICT skills to complete a range of administrative tasks and assessments.
        •    Ability to demonstrate confidently dealing with difficult situations with empathy 

              and calmness.

Desirable
·   Demonstrate up-to-date registration experience in Marriages

Skills

Essential
•
Demonstrable ability to use written and oral communication skills to present varied information in an understandable way to both staff and customers  

•
Demonstrable ability to work within recognised procedures and to precise technical instructions 

•
Demonstrate the ability to deal with work-related pressure, for example from deadlines, interruptions or conflicting demands   

•    Demonstrate ability to use initiative to resolve unexpected problems and situations with support of Registration Manager for unusual or difficult problems
•
Demonstrable ability to be able to give clear advice and guidance on policy and procedures 
 

•
Demonstrable ability to handle cash, take card payments, process cheques and postal orders and complete daily banking records with care and accuracy   

•
Demonstrate experience of responsibility for safe keeping of security stock and maintaining and balancing records
3.
ORGANISATION
(ii)
DESCRIBE HOW AND BY WHOM THE POST IS MANAGED
The post holder will be line managed by the Registration Service Office Manager with technical guidance from the Senior Registrar.
(iii)
DESCRIBE THE LEVEL OF INITIATIVE AND/OR INDEPENDENCE EXPECTED OF THE POST HOLDER
The postholder will be expected to work on their own initiative, within a team environment, following given guidelines. Any non-standard situations will need to be referred to the Office Manager.

(iv)
DESCRIBE ANY SUPERVISORY/MANAGEMENT RESPONSIBILITIES
     Is not required to supervise other employees normally, however, can allocate straightforward tasks to others when needed.  

(v)
JOB CONTEXT - DESCRIBE THE MAIN CONTACTS, BOTH INTERNAL AND EXTERNAL AND THE PURPOSE OF THOSE CONTACTS
Members of the public contacting the office on registration matters, internal colleagues, coroner, Medical Examiners, hospitals, hospice, funeral directors, bereavement service and church officials. All contact is with regards to registration matters.

EMOTIONAL DEMANDS

The post holder will undertake work, which has from time-to-time contact with, or work for, other people (other than immediate work colleagues) which, through their personal circumstances or behaviour place emotional demands on the jobholder. (Personal behaviour at this level may include a person who is upset because of their personal circumstances or unwell).

4.
FINANCIAL ACCOUNTABILITIES
No direct budgetary responsibility but shared, indirect, responsibility for collection of registration fees.

RESPONSIBILITY FOR PHYSICAL RESOURCES

The post holder will undertake direct responsibility for any of the following or equivalent: 

(i)        considerable amounts of computerised information (e.g. registration detail)      where care, accuracy, confidentiality and security are vital. 
(ii) regular careful use of very expensive equipment
(iii) security of buildings, external locations or equivalent. 
(iv) 
controlling secure stock. 

5.
WORKING ENVIRONMENT
Medway Register Office with occasional work, during normal working hours at venues licenced to hold Civil Ceremonies. The post is full time 37 hours per week.

