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Stockport Council

Job Description



	Post Title: Casual Registrar
Service Area: Business Support
Directorate: Corporate and Support Services 
Team: Registration Services

	Salary Grade: Sc 5


	Post Reports to: Operations Manager
Post Responsible for: N/A


	Main Purpose of the Job: 

To officiate at and register Civil Marriage and Civil Partnership ceremonies in accordance with appropriate guidelines, rules and regulations. 



	Job activities: Summary of Responsibilities and Key Areas:  
1. To officiate at Marriage and Civil Partnership ceremonies at the Register Office, places of worship, approved venues as appropriate, and ensuring that everything legally is in order for the ceremony to take place. Where there is a legal reason for the marriage not to go ahead, take responsibility for postponing that marriage pending further investigation.
2. Registering marriages at the Register Office, churches, places of worship and approved venues. And by direct questioning of the couple, ensuring that all information to be recorded is correct and all legal requirements are met before the ceremony can proceed.
3. To ensure that readings, music and vows comply with legislation, and ensure that all ceremony choices and requirements are prepared in advance of the ceremony.
4. To collect all appropriate fees, and adhere to audit and accounting procedures, for the issuing and safe recording of all certificate stock and monies.

5. To conduct and undertake administrative duties associated with naming ceremonies and the reaffirmation of vows. Including the issue of commemorative certificates, and the collection of fees.

6. To undertake appropriate duties in the Register Office, as and when required.


	Additional duties:
To work positively and inclusively with colleagues and customers so that the Council provides a workplace    and delivers services that do not discriminate against people on the ground of their age, sexuality, religion or belief, race, gender or disabilities.

To fulfill personal requirements, where appropriate, with regard to Council policies and procedures, health, safety and welfare, customer care, emergency, evacuation, security and promotion of the Council’s priorities.

To work flexibly in the interests of the service. This may include undertaking other duties provided that these are appropriate to the employee’s background, skills and abilities. Where this occurs there will be consultation with the employee and any necessary personal development will be taken into account.
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Stockport Council
Competency Person Specification

 Post Title: 

The criteria listed below represent the most important skills, experience, technical expertise and qualifications needed for this job role.  
Your application will be assessed against these criteria to determine whether or not you are shortlisted for interview.  Any interview questions, or additional assessments (tests, presentations etc.) will be broadly based on the criteria below.
	Competency
	SCORE
	Essential or Desirable

	
	0
	1
	2
	3
	
	

	To demonstrate experience of dealing with customers, especially in a face to face environment, and to respond appropriately to and resolve customer problems and queries. 

	
	
	
	
	
	Essential

	To demonstrate tact and diplomacy, when dealing with potentially difficult and sensitive situations.
	
	
	
	
	
	Essential

	To possess excellent communication skills both orally and in writing. 
	
	
	
	
	
	Essential

	To demonstrate experience of speaking clearly, concisely and professionally in both small and large groups of people in a public forum.
	
	
	
	
	
	Essential

	To possess clear, accurate and legible handwriting and spelling skills.
	
	
	
	
	
	Essential

	To be able to work under one’s own initiative, with minimal supervision
	
	
	
	
	
	Essential

	To be able to work under pressure and meet tight deadlines
	
	
	
	
	
	Essential

	To demonstrate a good understanding of customer care
	
	
	
	
	
	Essential

	An ability to work at weekends and bank holidays, and occasionally during the working week, in particular on Friday afternoons.
	
	
	
	
	
	Essential

	A full driving licence and use of a car ‘alternative arrangements will be made for disabled applicants’
	
	
	
	
	
	Essential

	Understands and actively supports Stockport Councils diversity and equality policy.
	
	
	
	
	
	Essential

	To meet Stockport Council’s standard of attendance.
	
	
	
	
	
	Essential

	A willingness to be flexible in a changing environment 
	
	
	
	
	
	Essential


Scoring key

0 – Not met essential criteria

1 – Partially meets essential criteria

2 – Meets criteria

3 – Exceeds criteria

4 - Exceptional
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