CEREMONIES OFFICER

PLYMOUTH
R0|e PrOﬁle CITY COUNCIL
Title Ceremonies Officer
Grade GRADE E
Reference: N580

Reports to:

Team Leader (Registration)

Work style Mobile worker
Definition
Job Type: Semi Professional

Primary purpose
of role

To deliver professional, efficient registration of ceremonies in accordance
with legal and General Register Office (GRO) requirements. To manage,
conduct and administer a variety of statutory and non-statutory ceremonies

at locations throughout the city.

Key
accountabilities
and key
measures

Role outcomes

= Actin the capacity of deputy
superintendent registrar, deputy
registrar of births, deaths and
marriages and civil partnership
registrar, whilst undertaking the
duties of the post. Acting at all
times in accordance with
relevant statutory requirements
and guidance, retaining personal
responsibility for carrying out
duties imposed by the Marriage
and Registration Acts and
associated regulations. (30%)

= Register civil and religious
marriages, civil partnerships at
a variety of locations
throughout the city including
accountability for the
collection, reconciliation, safe
keeping and banking of income
(30%)

= Conduct a variety of statutory

and non- statutory ceremonies at

a variety of locations throughout
the city during evenings and

Role measures

Accuracy of work
Customer satisfaction
Customer compliments
Justified complaints
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weekends (30%)

Keep up to date with relevant
legislation and guidance from the
General Register Office and a
range of national and local
governmental bodies (10%)

Key activities

To conduct statutory and non-statutory ceremonies throughout the
city, and be responsible for decision making on whether a ceremony
should take place balancing the expectation of the parties with their
capability to undertake a legal ceremony on the day. This also requires
the physical ability to carry and transport registers on occasions to
venues that are difficult to access. Conducting ceremonies can involve
standing for periods of approximately 3 hours at a time. (20%)

To register marriages and civil partnerships at approved locations
throughout the city (20%)

To be responsible for the opening and closing of the service at the
Register Office or satellite offices as required, acting as office supervisor
in the absence of the manager for that office (20%)

To establish the correct fees have been paid in advance, or collect the
fees on the day and assist with the accounting and banking of
registration income as set out by service procedures (20%)

To ensure the handbook updates, General Register Officer (GRO)
circulars, statutory instruments and other instructions are read and
implemented promptly as instructed (5%)

To maintain professional competency in line with GRO guidance (5%)
To be responsible for the custody and transportation of current
registers, secure stock, payments, confidential records and documents in
and between locations Conduct regular stock checks and maintain the
security of valuable stock at all times (5%)

To identify any situations where intent may be fraudulent, and promptly
and sensitively report the circumstances to the Home Office, GRO and
other agencies as appropriate (3%)

To promote the registration service (2%)

Carry out other duties appropriate to the grade of the post.

Essential Awareness of registration procedures and associated legal frameworks

qualifications/ 2 GCSEs at grade A-C in English and Maths or equivalent

knowledge An understanding of and the ability to provide excellent customer care
Full driving licence and access to a car insured for business purposes in the
eventthat pool cars are not available

Desirable Formal registration qualification

qualifications/ Customer care qualification/training

knowledge Knowledge, awareness and experience in the appropriate application of the

Data Protection/Confidentiality, Freedom of Information and Equalities
legislation
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Essential Demonstrable experience of dealing with customers in challenging
experience situations, face to face and over the phone, delivering high quality services.
Demonstrable experience of giving professional information, advice and
guidance face to face and over the phone
Demonstrable experience of working on own initiative and independently
taking ownership, accountability and responsibility for own actions
Desirable Experience of using registration service software and knowledge of the
experience working practices, policies and procedures applicable to the service area

Experience of working within a registration service or similar service witha
legal framework

Experience of public speaking

Experience of providing professional and technical advice

Essential skills

Accurate IT and keyboard skills required to record ceremonies and
associated administrative processes

Time management skills to ensure ceremonies are managed in a timely
manner

Excellent Numeracy skills required to accurately calculate and take
payments, maintain and record accurate accounts.

Excellent Literacy skills required including spelling, grammar and
punctuation for dealing with correspondence, documents, and data
entry onto legal registrations and paperwork.

Accurate and legible handwriting with a fountain pen and ink to complete
legal registration documents and registers.

Excellent verbal and written communication skills to effectively
communicate complicated, sensitive and confidential information with a
variety of different customers, professionals and outside agencies. This
includes the identification of potential conflict and the application of de-
escalation skills with a high degree of tact and diplomacy taking
responsibility for the quality of the delivery and the customer satisfaction
of all attendees

Leading and presentation skills for conduction of statutory and non-
statutory ceremonies to audiences of between four to in excess of one
hundred people

Developed analytical and interpretive skills in order to assess
situations, develop solutions and detect potential fraud or coercion,

to act and report accordingly

Team working skills and the ability to work together with colleagues to
deliver an excellent, cohesive and joined up service to customers

To use interpretation, discretion, and initiative to ensure the highest
levels of customer service. To support customers through major
milestones in their lives in a calm, empathetic and supportive way.

governance.

Corporate standards

. In accordance with Council policies and guidance on information management and security, it
is your personal responsibility for data protection, client confidentiality and information
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Act at all times in accordance with appropriate legislation and regulations, codes of practice,
the provisions of the Council’s constitution and its policies and procedures.

. Work within the requirements of the Council’s Health and Safety policy, performance
standards, safe systems of work and procedures.

Undertake all duties with due regard to the corporate equalities policy and relevant legislation.
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