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Job Profile 
Registration Support Officer        Grade: 5 (F)	Date created: May 2017 (Updated February 2020)

	About the Job  

To deliver comprehensive administration and support function of an excellent standard to the Registration Service, which meets the statutory and non statutory needs of the service area and internal and external customers.
To ensure effective and consistent administration and support standards across the service area. Providing income generating services and co-ordinating statutory and non statutory ceremonies, supporting their contribution in meeting the business needs of the service area




	
This is what we need you to do... 
•	To provide a total office administration and support service as part of the Registration Service team 
•	 Answering a diverse range of calls as first point of contact for external and internal customers 
•	 To support the culture of developing, coordinating, formalising and standardising administration processes within the team
•	 To ensure that any necessary administrative processes, which support the Registration service’s activities, are carried out accurately and effectively in order to meet customer needs
•	To carry out work on specific projects as required
•	 To take payments, receipt, record and reconcile in line with GRS processes. Accurately maintaining cashbook records where applicable
•	 To keep up to date with developments in GRS policies and procedures and to suggest new ways of working. 
•	 To ensure that all enquiries are responded to in a consistent and timely manner, advising on legal processes in line with relevant procedures and in accordance with service standards and agreed guidelines 
•	 Organise and produce the accurate preparation of documents ensuring paperwork is correct and meets legal requirements.
•	 Using bespoke systems accurately to monitor all ceremony data. Following procedure to ensure legislation is adhered to, rectifying any inaccuracies within set timelines 
•	Take complex, detailed, accurate bookings, make, update and book appointments and ceremonies. Co-ordinating diaries to maximise service income whilst balancing conflicting customer demands
•	 To respond to all internal and external queries providing a high standard of customer service. 
•	 To allocate staff to ceremonies at county offices and approved premises throughout Gloucestershire acknowledging skill sets, and effective use of resources.
•	 To act as a mentor, plan mentoring and carry out technical peer assessments. Updating data and completing appropriate paperwork as required
•	 Monitor relevant inboxes, responding in a timely and consistent manner
•	 Support the marketing and Promotion of Gloucestershire Registration services by, attendance and participation at Wedding fayres as appropriate. Support and implement other suitable marketing methods such as Social Media, Approved Premise E-Newsletter.
•	 To set up and undertake routine visits to Approved premises as required in order to ensure licenced premises meet licence requirements
     •	To undertake administration in respect of the licencing of
      approved premises, guiding applicants through a legal
      process and liaising with external customers, outside 
      agencies and departments. Monitoring and ongoing 
      development of outcome


	
Special Conditions
·  To participate in a weekend Usher rota 
· Based at Cheltenham Register office although there may be occasions when you are expected to work in other locations across the county 
· Ability to travel around 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 Council reserves its right to amend or add to the accountabilities listed above.
	The ideal candidate will have... 

Experience

Experience of working in a busy multi disciplinary office environment receiving high volumes of calls 
 Experience of setting up and running effective office procedures and systems
  Customer focused towards both internal and external customers. Able to deal effectively with highly emotional individuals
  Handling money, taking cash, card, cheque payments, reconciling and maintaining financial records accurately and securely 
 Assimilating and processing of complex legislative information and knowledge of the continual professional development to support change


Knowledge, Skills and Understanding
· Problem solving skills, creating solutions, for example to maximise appointments and staffing resources
·  IT and Digital Skills
·  Excellent phone, typing and computer skills
· Ability to use internet in an efficient manner in finding information and undertaking research
· Understanding of the importance of empathy whilst providing excellent customer service skills at all times.
	


Behavioural attributes
· Aligns with Gloucestershire Employee Values and behaviours which are available on our website 
· Our values are Accountability, Integrity, Empowerment, Respect and Excellence
· 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
Desirable
· Experience of working within a complex statutory organisation
· To have a positive attitude and a flexible and adaptable approach to challenges
· Committed to continued self development and a willingness to 
participate in training

Education & Qualifications Essential
· Educated to GCSE level in Mathematics and 
· English to Grade C or above or appropriate 
· equivalent



	[image: C:\Users\ltaylorpockett\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\ZLOVZWFN\Equality logos.jpg]We want to be an employer of choice, attracting and retaining excellent people to work for us, so that we can best serve all of Gloucestershire’s diverse communities.  Our promise to you is that we will provide an inclusive and supportive working environment that enables you to bring your whole self to work and realise your full potential.
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