Birmingham
.' ‘ City Cﬂguncil

] OB DESCRIPTION

J OB TITLE: Deputy Supenntendent Registrar/ ] OB NO:
operational support

GRADE:4 subject to formal evaluation DIVISION: Regulation and
Enforcement
NO OF POSTS: 1 SECTION: Register Office

FPOST REQUIRES POLICE /CRIMINAL RECORDS BUREAU CLEARANCE: ¥ESINO

1.0 ] OB PURPOSE

1.1 To supportthe provision of a first-class professional Registration service for Birmingham, which
fully meets the needs of Its customers.

1.2 To help ensure that all the statutory functions of registration and their related customer
services are delivered comectly, efficiently and effectively to a high standard .

2.0 DUTIES AND RESPONSIBILITIES

2.1 To camy out all legal requirements regarding mamiages in compliance with the relevant Acts
of Pariament including:

a. attesting the legal preliminanes o mamage

b. officiating at the solemnization of marmages

C. reporing suspicious mamages directly to the Home Office

d. directing and supenvising s&aff to ensure legal requirements are met

2.2 Tocamy out all requirements regarding civil partnerships in compliance with the relevant Acts
of Pariament including:

a. attesting the legal preliminanes to civil partnership

b. acting as celebrant at the formation of civil parnerships when requested

C. reporting suspicious civil partnerships directly to the Home Office

d. directing and supervising staff to ensure legal requirements are met
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2.3 To supervise the Certificates Service (Seanch Room) and staff when allocated to the duty t©
InClude:
a. responsibility for the scrutiny of applications, preparation, checking, cerification and comect
Issue of legally cerified documents relating to registered events in compliance with the
relevant Acts of Parliament
b. ensunng the efficiency of staff and the effective provision of service to the public
C. responsibility for ensunng that all incoming and outgaing post and emails are dealt with
carrectly
d. responsibility for the maintenance and use of the postal system
e. responsibility for the custody and maintenance of registers, indexes and records on behalf
of the Supenntendent Registrar

2.4 To be responsible for the Superintendent Registrar’'s accounting procedures including:

a. responsibility forthe collection, preparation, notification and banking of all fees received In
compliance with the Registrar General's accounting procedures and Birmingham City
Council’s financial regulations and the maintenance of related records

b. responsibility forthe secunty stock of registration documents such as statutory certificates,
forms and registers including ordenng, receipt, checking continuity and completeness and
Issuing of certificates in compliance with statutory regulation t© ensure control and
traceability of legal documents

c. responsibility forsafe custody of registrars cash boxes, their contents and keys in
compliance with Registrar General's accounting procedures

d. respornsibility for the safes and their contents

2.5 Tosupervise the Ceremonies area (notice book) and staff when allocated o the duty to
InClude:
a. ensunng the eficiency of staff and effective service o the public
b. responsibility for the checking of notices of marmage and civil parnership for appointments
and completeness
C. responsibility forthe collection, preparation, and banking of all fees recewved In compliance
with the Registrar General's accounting procedures and Birmingham City Council's financial
reqgulations
d. responsibility for the safe, itcontents and keys
e. responsibility for recording and answering all incoming email, postal and telephone
carrespondence regarding notices of mamage and civil partnership
f. collechon and preparation of required statistical information relating to the Ceremonies section
g. monitonng of the electronic diary o ensure effective service to customers

2.6 To be responsible for ensunng that all legal requirerments regarding births, deaths, mamages
and cwil parmerships are completed in compliance with the relevant acts of parliament includi ng:
comection of ermors, Inserions, name change procedures, marginal notes and annotations, late

registrations, re-registrations and associated procedures
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2.7 To be responsible for the update and accuracy of official records in compliance with the
relevant Acts of Parliament and Registrar General's instructions including:
a. the annual indexes o the registers to ensure theiraccuracy and completeness
b. official lists for all register offices, approved premises, places of worship, places of mamage
and their mamages

C. the record of registers held at the Register Office and at religious buildings throughout
Bimingham

2.8 To be responsible for ensunng the collection and checking of quarteny certified copies
InCluding:
a. registrars’ birth, stillbirth, death and marriage copies and their certification, collation and
despatch o the Registrar General

b, the organization and supervision of mama ge data input t© the RON system on behalf of the Registrar
General

2.9 Tosupervise, train, advise and guide other registration officers regarding technical
registration and customer care issues including training in all registration matters and office
procedures for staff within the office

2.10 To give advice and guidance personally, by telephone, via email and postincluding
a. to members of the public regarding their responsibilites under the law and all matters relating
to the registration of births deaths stillbirths mamiages and civil partnerships, comections and
changes to registered events, and the issue of certified copies of registrations
b. to members of the public regarding how and where t© obtain further information and advice
regarding related matters such as name change documents, apostils, and divorce documents
C. to officials of religious organizations regarding the legal requirements regarding the
preliminaries to and registration of marmages, their responsibilities under the law and the
registration of religious buildings for worship and mamage
d. to legal, medical, social care and other professionals regarding all registration legislation

2.11 To assist with the administration of the computer systems and equipment used in the office;
giving support, advice and guidance to users encountenng problerns.

2.12 In the absence of the Supenntendent Registrar/R egistration Services Manager or Additonal
Supenntendent Registrarfs, to be responsible for the secunty, ordenng and accounting of the
security stock of legal registration documents according to the Registrar General's instructions
and procedures including:
a. birth, death, mamage, civil partnership certificates, registers and forms reguired by
registration staff throughout the office, inCluding ordening, receipt, checking for continuity and
completeness:
b. ensurng that each individual document is accounted for and traceable,
C. ensurng a sufficient supply of non-secunty stationery and stores for the day t© day running of
the office and ordenng further supplies through BCC systerms and other suppliers where
necessary
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Z2.13 To support and assist with the delivery of efficiency saving projects and income generation
schemes as directed by the Supenntendent Registrar/ Registration Service Manager ar
Additional Supenntendent Registrar/s

2. 14 Toactas celebrant at non-statutory celebratory ceremonies

Z2.15 To act as Deputy Registrar to camy out the legal requirements and Regis trar General's
Instructions for registenng births, deaths, stll births, marnages and civil parmerships. To include:

2.15.1 Responsibility forensunng safe custody of the registers, associated secunty and other
stock for the sub-distnct

2.15 2 Responsibility forthe properaccountng and banking of fees taken.

2.15 3 Responsibility for ensuring all registration requirements are met by the when deputising in

the sub-distnct

2.16 To competently use all computer systems, emall systens and equipment such as
telephones, printers and Mult-functonal devices.

217 To carry out all duties and responsibilities in compliance with the Council's Equal
Opportunities Policy

2.18 To camy out any other duties required by the Supenntendent Registrar/ Registration Service
Manager necessary for the efficiency of the Register Office and commensurate with the grading

of the post

OBSERVANCE OF THE CITY COUNCIL'S EQUAL OPPORTUNITIES POLICY WILL BE
REQUIRED

3.0 SUPERVISION RECEIVED
31 SUPERVISING OFFICER JOB TITLE:
JOB NO:
32 LEVEL OF SUPERVISION
1. Regulany supervised with work checked by supenvisar.
2. Left to work within established guidelines subject to scrutiny by supenvisor.

3. Plan own work to ensure the meeting of defined objectives,
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4.0 SUPERVISION GIVEN (=xcludes those who are INDIRECTLY supervised 1.e. through
others)
POST TITLE GRADE NO OF LEVEL OF
POSTS SUPERWISION=
Additional Registrar GR3 (&) 2
Deputy Registrar GR3 11 2
R eceptionist GRZ ul 2
Registration Assistant GRZ 4 2z
Assistant Registration Officer GRZ 6 2z
Senior Registration Assistant GR3 1 2z
Ceremony Co-ordinator GR3 1 2z

*Above posts are not line managed by the role,
supervision Is given to a cross secton of these
posts dependentupon whataspect of the job
role the DSR/Op Support postholderis
undertaking at any given time.

sel20r3asin3.?
5.05PECIAL CONDITIONS
5.1 The standard working week 1s 36.5 hours.

5.2 Startand finish tmes will nomally vary between the hours of 07.00 = 19.00 t© be
determined according to local need.

5.3 The post holder will be required to work five days in seven as part of the normnal
working pattem on a rotation basis including bank holidays.

54To work at any time when required on a rofation basis, e in the case of a mamage/
Civil Partnership by Registrar General's Licence.

5.5To maintain an appropriate standard of dress as detemmined by the Supe rintendent
Registrar/ Registration Services Manager.

DBS check required Y es ® Mo
for the post

| evel of check required

Standard

Enhanced
Enhanced with barred list check - Adults

Enhanced with barred list check - Children’s
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DBS check required | Yes X No
for the post )
E nhanced with barred list check — Adults & Children’s

DISQUALIFICATION FROM APPOINTMENTS

The following disgualifications apply to anyone who wishes to be appointed to any Supenntendent
Registrar, Reqgistrar or Deputy Registrars post, and are applied at the time of the appointment and
at all tmes dunng the appointment. These are contained in Regulation 5 of the Registration of
Births, Deaths and Mamiages Regulations 1968 as amended.

“No person shall be qualified for appointment

(a)  To any registration office -

1. If he/she has been declared bankruptand has not subsequently obtained his/her discharge,
or he/she is the subject of a bankruptcy restnction order oran intenm order, or if he/she has made
any composition or arrangement with his/her creditors and has not subsequently paid his/her debts
in full or obtained a certificate of discharge:;

2. If he/she 15 a personin relaton o whorma moratonum penod under a debt relief orderapplies
(under Part 7A of the Insolvency Act 1986), or he/she 15 the subject of a debt relief restnctions
order or an interim debt relief restrictions order (under S chedule 478 of the Insolvency Act 1986);
3 If he/she is, or has been during the 12 months preceding the date on which the appointment
15 o take effect, a member of the council orof a committee of the council having duties in relation
to the appointment of registration officers;

4. If he/she holds any office as authonsed person, secretary (for mamages) of a synagogue or
registering officer of the Society of Friends:
5. If he/she is a minister of religion, a medical practitioner, a midwife, an undertaker or other

person concemed ina bural or cremation business, a person engaged in any business concemed
with life assurance, or a person engaged in any other calling which would conflict with or prevent
the proper performance in person of the duties of the office forwhich he/she s a candidate;

B If he/she 15 an officer or servant of the council appointed by them as the proper officer.

b) As supenntendent registrar, if he/she holds office as a registrar.

C) As registrar, If he/she hold office as superintendent registrar oris a coroner ori1s an officer
or servant of a local authonty employed by them in the performance of duties relating t© their
functions as a burial authority”




Post:
Division:

Directorate:

ty Operations

Method of Assessment (M.O.A.) A.F. = Application Form; | = Interview;

Deputy Supenntendent Reqgistrar

Regulaton and Enforcement

.' ‘ Birmingham

City Council

Person Specification

Grade: 4

Section: Fegister Office

T. =Test or Exercise; C. =Certificate; P. = Presentation.

CRITERIA

ESSENTIAL

M.O.A.

Education/Qualifications
NB: Full regard must be paid
to overseas qualifications.

Educated to GCSE standard in English and Mathemalics
or equivalent

Experience
(Relevant work and other
expenence

Lot

©.

Expenence of working in a pressunzed customer
facing environment

Detalled and thorough knowledge of Acts,
Regulatons, instructions, Handbooks for
Registration Officers and Registration Authorites
relating to the registration service

Knowledge and expenence in all aspects of
registrabon matters

Expenence of supervising staff effectively

.....

Mang gemenc and manipuiaoon of exce
spreadsheets and the use of other computer Sysems

Expenence of supporting the effective delivery of
health and safety in the workplace.

Expenence of supporting the delivery of projects
Expenence of supporting the delivery of ncome

generauon sCnemes
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Skills & Ability

2.Jd. wnuen communicaion
skills, dealing with the public

2ic.

L. Deleteif not applicable Able fo speak an appropriate
standard of spoken English as covered by Part 7 of the
Immigration Act (201

2. Clear, neat handwnong.

3. Abity to work accurately and methodically to
required omescales

4. Abllity to pnonbze and organize work

5. Ability to work under pressure

0. Excellent interpersonal skills

{. Abiity to work on own iniba ve

2. Ability to work as part of a team

9. Ability to plan and deliver effecove training
programmes o employees.

10. Ability to communicate effechvely with a wide range
of people using tact, diplomacy and asseriveness

11. Excellent verpal and wnitten communicabon skills

1Z2. Present a clean and smart appearance

13. Ability and willingness to work outside normal office
NoUums winen mE=gulmn=o

= i el

Training

Willingness to underta ke relevant training and
development courses as required by General Reqgister
Office and Birm ngham City Counc

Other

Awareness of and commitment to Birmingham City
Council's Equal Opportunities Folicy

All staff are expectzd o understand and e commitbted © Eoual Opportunibes

N 2MPIRYMent ana senvice dellvery.

Date:

Name:

Dale reviewed:

Name:




