
[image: image1.jpg]Bl 4, North
.A Northamptonshire

—— Council




Job Description and Person Specification – Ceremony Officer
Job details
Job title: Ceremony Officer (Casual)
Grade: CA03 – Customer Assistance – Payscale NNBAND03; Paystep NNCSCP05
Reports to: Silviu Rusu – Line Manager
Responsible for:  The post holder is responsible and accountable for “on the day” delivery of ceremonial events in Registration Offices and Approved Venues. This includes the pre-ceremony interview. 
Directorate and Service area: Registration Service 
Purpose of the job 
Insert a paragraph explaining why the job exists 
The role is performing the statutory functions of conducting Marriage /Civil Partnerships and Citizenship Ceremonies. This role will then officially complete the Marriage Schedule, with the couple and witnesses, which will then be returned to the service for production and postage or the legal marriage certificate, all in line with the statutory procedures of the General Register Office.

The role needs to deliver at all times excellent customer service to all customers and members of the public, to ensure they have a memorable and special experience while adhering to the law and protecting and enhancing North Northamptonshire Council’s reputation.

Principal responsibilities 
(Please make these concise and ideally no more than 8)
1. To attend and conduct ceremonies in a dignified manner in accordance with the statutory procedures of the General Register Office, making sure these procedures are adhered to and the ceremony is completed legally.
2. Conduct all marriages and Civil Partnerships within the District ensuring all declaratory and contracting words are spoken by both parties. All without direct supervision.
3. Carry out checks from a legal and procedural standpoint to ensure that the couple are free to marry or form a civil partnership immediately prior to the ceremony.
4. Complete the marriage schedule. Training will be provided. The schedule must be completed in accordance with the process and procedure of the General Register Office. They will be required to issue non statutory commemorative certificates to give the customer a lasting memento of their special day. Undertake authorised amendments to the records.
5. Act as an ambassador, ensuring all parties are at ease, comfortable and fully aware of the procedures and implications, whilst maintaining a high standard of customer care to protect the reputation of North Northamptonshire Council. Maintain safe custody of all documents regarding entries for marriages and Civil Partnerships, secure keys to premises. Ensure data protection is maintained at all times.
6. Liaise with venue staff to check licence information at approved venues ensuring venue / room is legally compliant prior to ceremony, for example room layout, capacity, safety, adequate signage, lighting, working environment, having the final say on outside structure ceremonies weather permitting to ensure that the ceremony is legally compliant  with the rules of the General Register Office.
7. Assist with the promotion, marketing and development of the Registration Service to support North Northamptonshire overall income generation targets.
8. Liaise with venue staff to check licence information at approved venues ensuring venue / room is legally compliant prior to ceremony, for example room layout, capacity, safety, adequate signage, lighting, working environment, having the final say on outside structure ceremonies weather permitting to ensure that the ceremony is legally compliant with the rules of the General Register Office.
General responsibilities applicable to all jobs
1. Demonstrate awareness/understanding of equal opportunities and other people’s behavioural, physical, social and welfare needs.

2. Comply with the Council’s policies and procedures including (but not limited to) safeguarding, financial regulations, promotion of equalities, customer care, agreed audit actions and health and safety (ensuring that reasonable care is taken at all times for the health, safety and welfare of yourself and other persons).
3. Understand the councils committment to Corporate Parenting and take responsibility  to support this commitment. Enable the council to be the best corporate parents possible to children and young people in our current and previous care. 

4. Carry out any other duties which fall within the broad spirit, scope and purpose of this job description and which are commensurate with the grade of the post.

This job description reflects the major tasks to be carried out by the post holder and identifies a level of responsibility at which they will be required to work.  In the interests of effective working, the major tasks may be reviewed from time to time to reflect changing needs and circumstances. Such reviews and any consequential changes will be carried out in consultation with the post holder.
Person Specification

	Attributes
	Essential criteria
	Desirable criteria

	Education, Qualifications and Training
	Educated to GSCE grade C or equivalent – English and Maths

	

	Experience and Knowledge
	Customer Service Excellence: - a proven understanding of customer expectations and promoting a high-quality service.

	Policies & Procedures: - a thorough understanding of registration legislation.

	Ability and Skills
	If this is a customer-facing role, spoken English fluency must be included here (refer to the guidance for managers on the English Fluency duty).
Educated to GSCE grade C or equivalent – English and Maths
Communication:

· Excellent interpersonal, written and oral communication and presentation skills.

· Ability to communicate and work collaboratively with a wide range of individuals, staff and customers.
· Confident and able to communicate with a wide range of people.

Flexibility - Be able to work flexibly and to be   able to travel across the county as required.

Decision Making:

· Ability to use own initiative and make logical decisions to achieve objectives.

· Ability to think on one’s feet.

· Ability to interpret complex  regulations.

Motivation – self-motivating and enthusiastic.
Delivery and presentation: Ability to command an audience           and present professionally and clearly.
Organisational:

· Ability to work to tight timescales when appointments overrun or clients are challenging.

· Tackle issues and ensure agreed priorities are delivered. 

· Able to work with minimum supervision.

General skills:

· Good numeracy skills.

· Good literacy skills

· IT literacy.

· Willingness to learn and develop skills.

Integrity - Experience of managing monies, stock, valuables and evidence.

Customer Service:

· Customer focused

· Experience of handling large groups.


	Communication - Ability to handle customers who are challenging for a range of reasons and show empathy and care or hold firm in certain situations.


	Equal Opportunities
	Ability to demonstrate awareness/understanding of equal opportunities and other people’s behaviour, physical, social and welfare needs.
	

	Additional Factors
	
	


