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Job Description and Person Specification 

Senior Administration Assistant – Administrator Level 2  
Job details
Job title:  Senior Administration Assistant
Grade:    G22
Pay band: NNBAND03 / NNCSCP05
Reports to:  Silviu Rusu (Ceremony Development and Operations Manager – Superintendent Registrar)
Responsible for: No direct reports 
Directorate and Service area: Registration Service – Customer and Governance
Purpose of the job 
The role consists also of assisting with the development of new processes and procedures to improve the efficiency of the Registration Service and deliver outstanding services for the institution.

This role also has a good perception and understanding of the General Registrar Office, the Home Office, relevant laws applicable to the service and understands the requirements in relation to Citizenship Ceremony enquiries and celebratory services.
Principal responsibilities 
1. Arranges Citizenship ceremonies in line with the Home Office guidelines.
2. Carries out Administration duties for Licensing of Approved venues for ceremonies for new and existing venues. Maintain an up-to-date list with expiry dates, that is placed on the website.
3. Assists the Registration managers with their performance of duties including processing timesheets, overtime payments, stats and collates the sickness returns. 
4. Undertakes monthly payroll procedure for service staff.
5. Undertakes finance tasks such as processing, raising, and filling invoicing related to celebratory services, credit notes, refunds, banking, and data inputting of invoices on spreadsheet following set organisational or service processes.
6. Undertakes telephone, email and word processing duties for Citizenship ceremonies, celebratory services and Registration service enquiries.
7. Undertakes duties on ordering stationery for CAT team and for the RBD offices including citizenship stationery
8. Internal systems support and maintenance on MS Teams and related IT software, support on the refund process using the internal payment system and maintenance on the internal booking system regarding Citizenship information
9. To carry out such other duties associated with the administrative systems of the department as may be required. Ensure that all tasks undertaken are carried out in accordance with agreed quality systems and set processes. 
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.

Person Specification

	Attributes
	Essential criteria
	Desirable criteria

	Education, Qualifications and Training
	A Level or equivalent, with GCSE level numeracy and literacy. 

ITQ Level 2 or equivalent. 
	Achieved or working towards a nationally recognised qualification in Customer Service. 

Achieved or working towards a Project Management qualification. 

	Experience and Knowledge
	Experience of customer service operations to solve business problems and of presenting the results in a relevant way. 

Systematic approach to tasks and problem solving and understanding of the legislation related to the service.
Analytical and diagnostic skills and an eye for critical detail. 


	A working knowledge of the services provided by the Council. 

Understanding of the legislation relating to registration of births and deaths and to marriages and civil partnerships. 

	Ability and Skills
	Experience with MS Office 365 , including Outlook and Office tools and other computer software knowledge (ERP systems) to facilitate the understanding of the internal systems.

Experience of maintaining IT systems or processes and supporting other staff in their use and also a working knowledge of the tools and equipment provided by the Council.

Experience of procedure development, documentation and implementation to improve the efficiency of the Registration Service and deliver outstanding services for the institution.
	

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


