
Job Profile 
Senior Registration Support Officer			Grade:6		Date created: January 2020
										

	About the Job    

· To provide supervisory support and line management to a team in order to deliver a comprehensive administration and support function within Gloucestershire Registration Service. To meet the statutory and non-statutory needs of the service area and internal and external customers.

· To ensure effective and consistent administration and support standards. Providing income generating services and co-ordinating statutory and non-statutory ceremonies, supporting their contribution in meeting the business needs of the service area. Providing support and advice to managers as appropriate.

	

	
This is what we need you to do... 

· To supervise a complex office administration and support service area. In order to constantly improve the effective and smooth running of the office and to take personal responsibility for maintaining and seeking opportunities to improve standards.

· Lead by example in order to create a strong and effective customer focus for your team. Take responsibility for ensuring that your team meets the council’s stated management standards of behaviour and performance and maintains a high performance culture;
· Actively seek and explore cost effective ways of delivering an effective service within the area you manage and make proposals for how services are developed as a result.
· To be responsible for Ensuring that you and all team members follow council regulations for financial transactions and procedures and for managing information and data protection.
· Actively encourage your teams to provide ideas for improving services and processes and action these accordingly.
· To support staff in responding and dealing with queries via telephone, email and in person providing a high standard of customer care, taking responsibility for overseeing customer satisfaction within your team.
· To ensure that all enquiries are acknowledged and responded to in a consistent and timely manner, in line with relevant procedures. 
· Development and maintenance of workflow, processes and office systems to ensure the effective and smooth running of the office and to fully contribute to the maintaining and seeking opportunities for improving standards.
· Prioritising issues and ensuring that urgent or significant matters are dealt with as appropriate.
· Ensure staff accurately and efficiently allocates staff to ceremonies at county offices and approved premises throughout Gloucestershire acknowledging skill sets, and effective use of resources. Validate and quality check completion of staff allocation duties.
· Ensure that the relevant inboxes are monitored and dealt with effectively as required.
· Manage and implement the marketing and promotion of Gloucestershire Registration Ceremony Offer by co-ordinating attendance and participation at Wedding Fayres as appropriate. Consider and implement other suitable marketing methods such as Social Media, Approved Premise E-Newsletter.
· Undertake Staff Technical Assessments as required.

	

· To organise and to lead Team Meetings as required.

· To allocate administrative resources to meet the business needs of the Registration Service.

· To assist in the realisation of business efficiencies and financial savings through the effective use of staff and systems within your teams or through other innovative ways of working.

· Suggest new ways of delivering services which embrace new technologies and new working processes and support the training and roll out of process improvements.

· Participate in the services business planning process; supporting operational plans and targets that set out how prioritised outcomes and income are to be achieved.

· Identify training and development needs to enable your team to acquire the skills they need in order to ensure that the full range of customer services are delivered effectively.

Special Conditions

· Based at Cheltenham Register office although there may be occasions when you are expected to work at locations across the county.







	



Monitoring and ongoing development of outcomes
As part of the annual appraisal, outcome based targets will be developed in conjunction with the post holder and will supplement this job profile.  The job profile will be subject to regular review and the organisation reserves its right to amend or add to the accountabilities listed above.
	
The ideal candidate will have... 

Experience

· Experience of staff supervision and performance management
· Previous administrative experience, including using of ICT and office systems
· Experience of working as part of and leading a team
· Experience of dealing with internal and external customers
· Managing work independently and prioritising tasks
· Customer focussed business planning and delivery
· Experience of undertaking complex administrative tasks, progress chasing and working to tight deadlines
· Experience dealing with highly emotional customers and being first point of contact phone or face to face


Knowledge, Skills and Understanding

· Excellent communication skills, both written and verbal at all levels
· Effective time management
· Excellent organisational skills with ability to respond to tight deadlines and manage priorities.

 IT and Digital Skills

· Ability to find information and undertake research in an efficient manner using appropriate tools, e.g. internet.
	








	
Behavioural attributes


· Leading by example demonstrating Gloucestershire Employee Values and Behaviours
· Be self-aware and open to new learning ideas.
· Ability to build effective and credible relationships with colleagues, partners, community leaders and other stakeholders
· Customer focussed
· Committed to continuous improvement
·  Ability to manage change effectively
· Emotionally resilient


Education & Qualifications
Essential
· Educated to GCSE level in Mathematics and English to Grade C or above or appropriate equivalent
· NVQ 3 in Business Administration or equivalent experience

Desirable
· NVQ 4 Business Administration or appropriate equivalent qualification






 





	
	



