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DMBC Operating Model 2024 - Vision:

A community-focused, financially resilient, collaborative, and sustainable council delivering the services required to support and meet the essential needs of residents, businesses, and the local economy.
Case for Change July 2024

Our Values:
Our values describe what we stand for and how we operate, and we expect our values to be lived and role-modelled throughout our organisation.
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	Job Title:
	Registration Officer
	Grade and Salary:
	Grade 6 Salary £29,542-£32,046
	Reports to:
	Senior Registration Officer
	Post Number:
	LP101R


Role Purpose:
To provide and support the delivery of a high-quality customer focused Registration Service by being a proactive and supportive member of the Registration & Citizenship Services Team, over all service delivery points. To carry out the statutory duties of a Registrar of Births, Deaths and Marriages. To carry out the statutory duties of a Superintendent Registrar. To carry out the statutory duties of a Civil Partnership Registrar. To act as a Celebrant for civil funerals, marriages, civil partnerships, naming, renewal of vows and commitment ceremonies. To provide administrative support for all statutory and non-statutory registration functions. 

Specific Responsibilities:
1. To register births, still-births, marriages, deaths and civil partnerships including: 
a. Re-register births under the Legitimacy Act 1926 and Section 10 (a) of the Birth and Deaths Registration Act 1953
b. Attest declarations of births, deaths and still-births for other registration districts.
c. Update registrations as required eg. Re-registrations, corrections, space 17 insertions
d. Authorise the disposal of bodies by issuing appropriate documentation.
2. To issue birth, marriage, death and civil partnership certificates in a variety of forms from current and historic registers.
3. To obtain, compile and communicate customer information and statistical returns of registrations to local & central government as directed.
4. To register marriages and civil partnerships.
5. To attest notices of marriage and civil partnership
6. To certify and check all computerised registrations and supply quarterly to the Registrar General. 
7. To be responsible, if requested, for the co-ordination and maintenance of cash books and banking duties in the absence of the Statutory Officer in post for that register.
8. To study and apply the relevant Acts, regulations, the Registrar General’s circulars, local government information and any other instructions.
9. To deal with correspondence, callers and telephone calls relating to these duties.
10. To participate in preparation of training materials, procedures, customer research, pursuit of accreditations, use of the Good Practice Guide etc.
11. To provide training of staff in registration & celebratory duties and to form part of a staff mentoring support network.
12. To undertake Deputy Superintendent Registrar support duties i.e. corrections, re-registration annotations and other relevant administrative procedures.
13. To undertake all aspects of citizenship and ceremony co-ordination service delivery.
14. Any other duties commensurate to role as requested by the Proper Officer or her representative e.g. issuing copy certificates

Key Responsibilities:

To work in line with the Registration Acts and Local Authority Registration Scheme within a highly professional registration District, you will

Carry out all duties in connection with the registration of Births, Deaths, Marriages, Civil Partnerships and Celebratory Ceremonies

Carry out all duties connected with a Deputy Superintendent Registrar

Be responsible for security, stock and monies payable to Dudley MBC

Deal with the public face to face, by email, post and telephone enquiries

Attend ceremonies at approved premises and religious premises

If requested, be videoed whilst registering or performing ceremonies

Be required to be on call, on a rota basis, for death registrations for religious reasons on Saturdays, Sundays and Bank Holidays.
Be required to attend, on a rota basis, marriages and civil partnerships which may take place any day of the week including Saturdays, Sundays and Bank Holidays.

You will be required to comply with statutory responsibilities and any breach of these will be dealt with under the Council’s Employee Improvement and Disciplinary Procedures. 

The postholder will perform duties in discharging these responsibilities to the highest professional standards. In particular he/she will:

Carry out duties in a prompt, accurate and efficient manner
Maintain and develop skills with e learning and training as directed

Demonstrate the necessary degree of confidentiality, tact and diplomacy in his/her relationships with elected members and officers

Ensure work is carried out in a safe and proper manner

· To be accountable for and promote equality, diversity and community cohesion to meet Group, Department and Function objectives.  All employees have a responsibility not only for their own behaviour, but also for others regarding equality of opportunity.  Any incident must be reported. 

· To participate in a Performance Review and Development meeting and undertake a plan of training where necessary.  Develop his/her own skills and expertise in a professional manner. 

· In addition to all the responsibilities listed above, all employees must be flexible in their approach and undertake other duties that are commensurate with post holder’s level, wherever they may be, to achieve the objectives of the Group. 

· To represent the Council and Group in a professional manner meeting the Corporate and Group aims.  To comply with Group and Corporate policies. 

· If appropriate to be responsible for the recruitment and performance management of designated teams and individuals in accordance with Corporate and Group aims and management style. 

· To comply with the council’s financial regulation and standing orders 

· To actively promote Dudley’s commitment to safeguarding and promoting the welfare of children, young people and vulnerable adults at a level appropriate to this group. 

· Employees must comply with health and safety legislation and will be required to comply with the Council’s Health and Safety Policies. All employees must ensure that they take reasonable care of their own health and safety as well as the health and safety of any person that is affected by their actions.  

· To be responsible for adhering to legislative requirements and Council Policies and Procedures including, but not exclusively health & safety, Data Protection and Internet/Email use. 

Special Conditions:

This post is subject to the DBS checking process
 
Driving Licence will be subject to checking with the DVLA.  It is a council requirement to have Business Use Car Insurance and a valid MOT certificate (For cars over 3 years old) 

The post holder is required to work on site at registration offices within the borough and family hubs.

	Prepared by:
	Penny Fulford
	Date:
	6 October 2026






Essential criteria:Person Specification

	

Qualifications and Experience
	Application form
	Technical assessment
	Interview

	1. 
	Previous experience of dealing with people at significant times in their lives in a Customer Service environment.
	√
	
	√

	2. 
	Civil Registration experience within local authority or General Register Office, desirable
	√
	
	√

	3. 
	GCSE Maths and English or equivalent
	√
	
	√

	4. 
	
	
	
	

	5. 
	
	
	
	

	6. 
	
	
	
	

	7. 
	
	
	
	

	8. 
	
	
	
	

	9. 
	
	
	
	

	10. 
	
	
	
	

	Skills and abilities

	11. 
	Proven commitment to public service and the ability to champion equality, diversity and inclusion and embedding these as core values
	√
	
	√

	12. 
	Neat, legible handwriting

	√
	
	√

	13. 
	Excellent Keyboard skills to undertake registrations in front of the customer
	√
	
	√

	14. 
	Structured and organised approach to work
	√
	
	√

	15. 
	Able to apply both patience and precision to a task
	√
	
	√

	16. 
	Meticulous attention to detail
	√
	
	√

	17. 
	Able to interview people in a sensitive, pleasant and tactful but firm manner for the purpose of finding out and recording information
	√
	
	√

	18. 
	Numeric skills sufficient to deal with cash handling reconciliation and banking manually and electronically
	√
	
	√

	19. 
	Able to respond to emergency call outs 
	√
	
	√

	20. 
	Use of PC software, in particular Microsoft products, and dedicated registration software
	√
	
	√

	Personal Qualities and Attributes

	21. 
	Confident, tactful, courteous and sympathetic

	√
	
	√

	22. 
	Non-aggressive, but assertive when required

	√
	
	√

	23. 
	Self-disciplined and accommodating

	√
	
	√

	24. 
	Flexibility

	√
	
	√

	25. 
	Able to defuse conflict

	√
	
	√

	26. 
	Have high regard for the need for confidentiality and an ability to adapt to changes in working practices

	√
	
	√

	27. 
	Ability to work on own and under pressure

	√
	
	√

	28. 
	Committed to achieving excellence in service delivery
	√
	
	√

	29. 
	Professional manner in attitude and appearance

	√
	
	√

	30. 
	Willing and able to be on call and work on Saturdays, Sundays and Bank Holidays
	√
	
	√

	31. 
	Able to travel to attend outside ceremonies, including Approved Premises
	√
	
	√

	32. 
	Willing to participate in enhancements to ceremonies, including performing readings and being videoed
	√
	
	√
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