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	Job title:  Registration and Events Officer
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	Department: Strategy and Resources
Service: Customer Services
Grade: E 
Post reference number: 

	

	1. Job purpose

· To provide Statutory and Non Statutory Registration and Events Services within the City of Nottingham. 
· To deliver a flexible customer focussed 7 day service. 

	

	2. Principal duties and responsibilities

	1. To perform the full range of Statutory Registration Duties as guided by the General Register Office for Births, Deaths, Still Births, Marriages & Civil Partnerships.  This includes conducting marriage and Civil Partnership ceremonies.  

2. To provide Non Statutory Services including Tell Us Once, Change of Name Deeds, and Citizenship and Celebratory Ceremonies.
3. To provide a high quality professional 7 day flexible customer service offering a range of weekend and evening ceremonies & events. 
4. To effectively manage Event & Ceremony bookings at the Council House & Approved Premises.  To assume lead officer status at events when designated, ensuring Health & Safety Regulations and other legalities are observed. To be responsible for event organisers and caterers to ensure integrity of the Council House is maintained and legalities adhered to.
5. To take part in the promotion, marketing and development of the service and raising the profile of the services available.
6. To promote the services, activities and innovations supporting new initiatives and working within a flexible workforce to help drive the service to achieve the highest possible standards of customer excellence.


	

	3. All staff are expected to maintain high standards of customer care in the context of the City council’s Core Values, to uphold the Equality and Diversity Policy and health and safety standards and to participate in training activities necessary to their post.

	

	4. All staff are expected to abide by the obligations set out in the Information Security Policy, IT Acceptable Use Policy and Code of Conduct in order to uphold Nottingham City Council standards in relation to the creation, management, storage and transmission of information. Information must be treated in confidence and only be used for the purposes for which it has been gathered and should not be shared except where authorised to do so. It must not be used for personal gain or benefit, nor should it be passed on to third parties who might use it in such a way. All staff are expected to uphold the City Council obligations in relation to current legislation including the Data Protection Act and Freedom of Information Act. 

	

	5. This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.

	

	6. Numbers and grades of any staff supervised by the post holder: None

	

	

	7. Post holder’s immediate supervisor: Service Manager

	

	Prepared by/author: Susan Elkington            
Date: October 2023

	Job title: Service Manger 


	Note: This section should only be included in job descriptions issued to employees and should not be sent to all job applicants.

I understand and accept the job duties and responsibilities contained in this job description.

Signature:







Date:


Person specification
	Job title: Registration, Civic and Events Officer



	Department: Strategy and Resources
Service: Customer Services
Grade: E 
Post reference number:

	

	Areas of 

responsibility
	Requirements
	Measurement

	
	
	P
	A
	T
	I
	D

	Work Experience, Responsibility,  Knowledge and Skills 

	Proven successful office experience with the ability to demonstrate keyboard skills and use a variety of software packages.    
	
	(

	(
	(

	

	
	Able to produce neat and clear hand written documents and work to a high level of accuracy, including spelling and grammar.     
	
	(

	(

	(

	

	
	Ability to learn apply complex regulations and procedures and work on own initiative, and rely on judgement when working alone or out of hours.
	
	(

	(

	(

	

	
	Excellent verbal and written communication skills to deal with a wide range of groups and individuals including citizens, colleagues, senior officers, councillors and stakeholders.
	
	(
	
	(
	

	
	Ability to work as part of a team and be organised at work and meet deadlines.  Be flexible, resilient and retain willingness for personal & professional development.
	
	(
	
	(
	

	
	Knowledge of civic & event processes, functions & protocol. 
	
	(
	
	(
	

	
	An understanding of the Council’s Plans and priorities together with a knowledge of the corporate competencies.
	
	(
	
	(
	

	
	Confidence in managing events and able to take a lead role when necessary and to maintain awareness and understanding of Health & Safety legislation.
	
	(
	
	(
	

	Customer Care
	A full understanding of customer care and the ability to deal with customers from a range of backgrounds/situations with tact, discretion and understanding, and to be able to deal with challenging and emotional behaviour.
	
	(
	
	(
	

	
	Ability to explain complex procedures and regulations to customers and stakeholders of Nottingham City Council in a clear and concise manner personally, verbally or by correspondence whilst being aware of the sensitivities of the work. 
	
	(
	
	(
	

	Resources
	Ability to demonstrate responsibility for security, safe-keeping and proper use of secure stock, confidential documents and all equipment on and off site. 
	
	(
	
	(
	

	
	Ability to safeguard, account and balance fees and submit timely and correct returns periodically.
	
	(
	
	(
	

	Work to promote mutual respect and good relations
	A clear commitment to and understanding of Nottingham City Council’s Equality & Diversity policy.
	
	(
	
	(
	

	
	Ability to provide a service to a diverse range of people to promote good relations and equality and to understand the needs of diverse groups within the community.
	
	(
	
	(
	

	Work Related Circumstances
	Willingness to comply with the City Council’s non-smoking policy. 
	
	(
	
	(
	

	
	Ability to travel to external sites within the districts in order to register vital events, such as customer’s homes, prisons, hospitals, places of worship and approved venues for ceremonies.
	
	(
	
	(
	

	
	Able to work outside normal office hours at evenings and weekends where necessary.
	
	(
	
	(
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