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Job Description and Person Specification Profile

	Job Title
	Clerk/Deputy Registrar

	Job ID
	QL05/QL10

	Service
	Registrars

	Grade
	C(30 hours F (6 hours)

	Reporting to
	Lesley Hampson.  Registration Service Manager



	The Role

	The Registration Service provides a statutory service for the registration of births, deaths,  marriages and civil partnerships in Tameside and is committed to maintaining a high level of integrity and reliability across civil registration.  
The role of a Clerk/Deputy Registrar provides support to deliver those services to the highest quality, ensuring national standards are met on an annual basis.

Main Duties and Responsibilities include:

· Provide a reception service for personal callers dealing with registration enquires liaising with and referring to appropriate Registrar.

· Receive and process telephone enquires regarding registration enquires

· Receive and process application for copy birth, death and marriage certificates

· Search historic and present files for appropriate information 

· Prepare and sign copy certificates

· Undertake necessary correspondence in relation to the issue of copy certificates

· To provide deputy cover for Registrar as required as directed to cover their duties

· Weekend working on rota basis to cover ceremonies when required

· Carry out relevant clerical duties necessary to achieve the post objectives

· As an employee of Tameside MBC be responsible for the implementation of the Equal Opportunities Policy. 

· Comply with the Health and Safety legislation and the Council’s policies and procedures and have a duty of care to yourself and your colleagues. 

· Comply with the performance management framework surrounding performance and development, which includes regular performance conversations and team meetings.

· To attend all relevant training courses as required 

· To undertake your duties with a focus on and maintaining high quality customer care and continuous improvement of services.

The duties may vary from time to time without changing the nature of the post or the level of responsibility, and the post holder may also be required to carry out any other duties appropriate to the grading of the post. 




	About You

	Your essential qualifications

· GCSE (A – C/4 – 9) standard of education or equivalent
Your essential skills, knowledge and experience


· Good IT skills 
· Effective communication skills 
· Attention to detail 
· Good organisation skills 
· Ability to work to a high level of accuracy and attention to detail
· Awareness of Local Government procedures and practices.
· Previous clerical/admin experience
· Good interpersonal skills
· Neat and legible handwriting
· Working with people both face to face and over the phone 
· To be tactful and diplomatic
· High level of integrity and honesty
· Ability to work as part of team 
· Ability to use own initiative 
· Ability to communicate with a wide range of customers
· Ability to deal sensitively with members of the public 
· Ability to work flexibly

If you have the following experience or qualifications – then that’s great!

· Training in Customer Care 







Our employees’ skills, experience and knowledge are essential to our success along with their happiness, commitment, enthusiasm and motivation to be the best they can be.

	What can you expect from us?
· A fair salary and benefits
· Opportunities for good health and wellbeing
· Help you to grow, develop and to do your best
· Enable you to be creative and innovative
· Fully involve you in changes that affect you and your work
· Listen, and act on your ideas and feedback
Working together, we are proud to work for Tameside



Our STRIVE values underpin our practice and behaviours and are at the heart of everything that we do:
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We work in a supportive
environment and actively
encourage supporting each other
to bring about innovation,
improvement and sustainability.
Good health and wellbeing is
important to all of us.

We relate
to others in
ways that we
want others to
understand and
relate to us. The
behaviour that we
model sets what
we expect.
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