Ceremonies Officer100 hours Person Specification

	SHORT LISTING AND INTERVIEW CRITERIA
	ESSENTIAL
	DESIRABLE

	Experience of working in an office/administrative environment.
	
	

	Experience and detailed knowledge of all aspects of registration as laid down in the Handbook for Registration Officers.
	
	

	Experience of conducting marriages, civil partnerships or other civil ceremonies.
	
	

	Experience of attesting notices of marriage and civil partnerships.
	
	

	Experience of interpreting and implementing the Registrars handbook.
	
	

	Experience of communicating effectively and dealing with members of the public, and wider stakeholders.
	
	

	Experience of liaising and working with different community groups.
	
	

	Willingness to undertake and deliver training.
	
	

	Experience of using IT systems and ensuring proper use of the Authority’s computer software and promote best use of technology within the section.
	
	

	Experience of monitoring and review methods of service provision.
	
	

	An understanding of the roles and functions of a local authority
	
	


	Must be able to demonstrate an ability to pay close attention to detail and using own initiative to manage workloads to achieve strict legal deadlines in an environment of competing priorities. 
	
	

	Must be able to demonstrate an ability to work under pressure and to very tight deadlines.
	
	

	Must be able to demonstrate an ability to adapt quickly to changes in legislation and processes. 
	
	

	Must be prepared to work flexibly and outside office hours, including weekends and bank holidays or night-time.
	
	



