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Title 
Registration Support Officer 

Department 
Adult Social Care, Health and Public Protection, 
Registration & Celebratory Services 

Post Ref. 
      

Job Purpose 
7R�SURYLGH�YLWDO�FOHULFDO�DQG�DGPLQLVWUDWLYH�VXSSRUW�WR�UHJLVWUDWLRQ�VHUYLFH�FROOHDJXHV�DQG�H[FHSWLRQDO�FXVWRPHU�VHUYLFH�WR�WKH�SXEOLF�DQG�
VWDNHKROGHUV�
�

Key Responsibilities 
�
��� :RUN�WR�GHILQHG�EXVLQHVV�VWDQGDUGV�DQG�SURFHVVHV��SHUIRUPLQJ�
URXWLQH�DV�ZHOO�DV�MRE�VSHFLILF�WDVNV�

��� 3URYLGH�H[FHSWLRQDO�VWDQGDUGV�RI�FXVWRPHU�VHUYLFH��DQG�DGYLFH�
DQG�JXLGDQFH��WR�WKH�SXEOLF��VWDNHKROGHUV��FROOHDJXHV�DQG�
RWKHUV��RQ�EXVLQHVV�SURFHVVHV�DQG�RSHUDWLRQDO�VHUYLFH�LVVXHV�

��� 8QGHUWDNH�DOO�GXWLHV�UHJDUGLQJ�WKH�SURGXFWLRQ�RI�FRS\�
FHUWLILFDWHV�WR�WKH�SXEOLF�DQG�UHOHYDQW�DJHQFLHV��HQVXULQJ�D�KLJK�
VWDQGDUG�RI�DFFXUDF\��HIILFLHQF\�DQG�FRQILGHQWLDOLW\��

��� &UHDWH�DQG�PDQDJH�LQIRUPDWLRQ�UHODWLQJ�WR�VWDWLVWLFV��ILQDQFH��
FXVWRPHUV�RU�RWKHU�VHUYLFH�UHTXLUHPHQW�

��� %H�UHVSRQVLEOH�IRU�SXUFKDVLQJ�DQG�SURFXUHPHQW��LQFOXGLQJ�WKH�
PRQLWRULQJ�DQG�RUGHULQJ�RI�UHJLVWUDWLRQ�VWRFN�

��� 3URFHVV�ERRNLQJV�DQG�SD\PHQWV�IRU�FHUHPRQLHV�DQG�RWKHU�
VHUYLFHV�

��� $VVLVW��ZKHUH�UHTXLUHG��ZLWK�ILQDQFLDO�SURFHVVHV�H�J��
PDLQWHQDQFH�RI�SHWW\�FDVK�DFFRXQW�

��� $VVLVW�LQ�WKH�SUHSDUDWLRQ�RI�PDWHULDOV�IRU�UHJLVWUDWLRQ�DFWLYLW\��
LQFOXGLQJ�FHUHPRQ\�LQIRUPDWLRQ�DQG�UHODWHG�GRFXPHQWDWLRQ�

��� 0RQLWRU�SURSHUW\�LVVXHV�DQG�UDLVH�PDLQWHQDQFH�DQG�UHSDLU�
UHTXHVWV�DV�GLUHFWHG�E\�OLQH�PDQDJHU�

����$VVLVW�ZLWK�SURPRWLRQ�DQG�PDUNHWLQJ�RI�WKH�6HUYLFH��WDNLQJ�
HYHU\�RSSRUWXQLW\�WR�UDLVH�WKH�SURILOH�RI�WKH�6HUYLFH��
�

�

Key Accountabilities 
�
���&RPSO\�ZLWK�*HQHUDO�5HJLVWHU�2IILFH�1HZ�*RYHUQDQFH�
SURFHGXUHV�IRU�UHJLVWUDWLRQ�DQG�FHOHEUDWRU\�VHUYLFHV��
����(QVXUH�D�KLJK�OHYHO�RI�DFFXUDF\�RI�ZRUN�XQGHUWDNHQ�
����2EVHUYH�VWULFW�UXOHV�RI�FRQILGHQWLDOLW\�DQG�GDWD�SURWHFWLRQ�
LVVXHV�DW�DOO�WLPHV�
����(QVXUH�WKDW�FRUUHFW�KHDOWK�DQG�VDIHW\�SURFHVVHV�DQG�
UHJXODWLRQV�DUH�IROORZHG�DQG�DOHUW�WKH�DSSURSULDWH�PDQDJHU�WR�
HQVXUH�FRPSOLDQFH�
����0DQDJH�DQG�SULRULWLVH�ZRUNORDG�E\�ZRUNLQJ�HIILFLHQWO\�DQG�
HIIHFWLYHO\�LQ�D�WHDP�DQG�WR�VXSSRUW�RSHUDWLRQDO�VHUYLFHV�
����'HPRQVWUDWH�DZDUHQHVV�DQG�XQGHUVWDQGLQJ�RI�HTXDO�
RSSRUWXQLWLHV�DQG�SHRSOHV
�QHHGV�DQG�UHTXLUHPHQWV��XVLQJ�
DSSURSULDWH�ODQJXDJH�DQG�EHKDYLRXU�
����$GKHUH�WR�WKH�&RXQFLO
V�ILQDQFLDO�UHJXODWLRQV�

7KH�SRVW�KROGHU�ZLOO�SHUIRUP�DQ\�GXW\�RU�WDVN�WKDW�LV�DSSURSULDWH�IRU�WKH�UROH�GHVFULEHG 



7LHU�����)URQWOLQH�5ROHV�

Person Specification 
�

Education and Knowledge 
�
��� *RRG�OLWHUDF\�DQG�QXPHUDF\�VNLOOV�
��� :HOO�RUJDQLVHG��ZLWK�OHJLEOH�KDQGZULWLQJ�DQG�DEOH�WR�ZRUN�DW�D�

IDVW�SDFH�ZKLOVW�PDLQWDLQLQJ�TXDOLW\�DQG�DFFXUDF\�RI�ZRUN�
��� (YLGHQFH�RI�DFFRXQWLQJ�DFFXUDWHO\�IRU�PRQH\�DQG�RIILFLDO�
GRFXPHQWV�

��� (YLGHQFH�RI�XVLQJ�D�UDQJH�RI�,7�V\VWHPV��LQFOXGLQJ�0LFURVRIW�
2IILFH��HPDLO�DQG�LQWHUQHW�
�

Personal skills and general competencies 
�
��� 3XWV�LQWR�SUDFWLFH�WKH�&RXQFLO¶V�FRPPLWPHQW�WR�H[FHOOHQW�

FXVWRPHU�FDUH��
��� :RUNV�HIILFLHQWO\�DQG�HIIHFWLYHO\�DQG�DFWLYHO\�ORRNV�IRU�ZD\V�RI�

LPSURYLQJ�VHUYLFHV�DQG�RXWFRPHV�IRU�FXVWRPHUV��
��� :RUNV�ZHOO�ZLWK�FROOHDJXHV�EXW�DOVR�DEOH�WR�ZRUN�RQ�WKHLU�RZQ�

LQLWLDWLYH�
��� 6KDUHV�WKH�&RXQFLO¶V�FRPPLWPHQW�WR�SURYLGLQJ�D�VDIH�

HQYLURQPHQW�IRU�FXVWRPHUV�DQG�VWDII�DQG�DOVR�WUHDWLQJ�DOO�ZLWK�
UHVSHFW�DQG�FRQVLGHUDWLRQ�Experience 

�
��� ([SHULHQFH�RI�GDWD�LQSXW�DQG�GDWD�PDQDJHPHQW��HQVXULQJ�
DFFXUDF\�DQG�FRQILGHQWLDOLW\���

����([SHULHQFH�ZLWK�,7��LQWHUQHW�DQG�FRPPRQ�EXVLQHVV�VXSSRUW�
SDFNDJHV��LQFOXGLQJ�ZRUG�SURFHVVLQJ�DQG�VSUHDGVKHHWV�

����([SHULHQFH�RI�PLQXWH�DQG�QRWH�WDNLQJ�
����([SHULHQFH�RI�SURYLGLQJ�LQIRUPDWLRQ�WR�FXVWRPHUV�XVLQJ�JRRG�

FRPPXQLFDWLRQ�VNLOOV�
����([SHULHQFH�RI�WDNLQJ�DQG�UHFRUGLQJ�RI�SD\PHQWV�
����([SHULHQFH�RI�XVLQJ�GHILQHG�EXVLQHVV�SURFHVVHV��IROORZLQJ�

JXLGDQFH�DQG�VHW�UHJXODWLRQV��DV�ZHOO�DV�ZRUNLQJ�HIILFLHQWO\�RQ�
RZQ�LQLWLDWLYH�

����*RRG�XQGHUVWDQGLQJ�RI�GDWD�SURWHFWLRQ�LVVXHV��3URYHQ�
H[SHULHQFH�LQ�PDLQWDLQLQJ�FRQILGHQWLDOLW\�RI�VHQVLWLYH�SHUVRQDO�
LQIRUPDWLRQ��
�

Role Dimensions 
�
����3URYLGH�H[FHSWLRQDO�FXVWRPHU�VHUYLFH�DV�ILUVW�SRLQW�RI�FRQWDFW�IRU�DOO�UHJLVWUDWLRQ�VHUYLFH�FXVWRPHUV�DQG�VWDNHKROGHUV�
����5HVSRQVLEOH�IRU�PDLQWDLQLQJ�UHJLVWUDWLRQ�UHFRUGV�LQ�DFFRUGDQFH�ZLWK�VWDWXWH�DQG�UHJLVWUDWLRQ�JXLGHOLQHV�
����5HVSRQVLEOH�IRU�DFFXUDWH�KDQGOLQJ�DQG�DFFRXQWLQJ�RI�DOO�ILQDQFLDO�WUDQVDFWLRQV��
����5HSUHVHQW�1&&�LQ�D�SURIHVVLRQDO�DQG�EXVLQHVV�OLNH�PDQQHU�
20. 1R�OLQH�PDQDJHPHQW�UHVSRQVLELOLWLHV�

                                                                                                                                                             Please attach a structure chart 
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