

	Competency Based Job Profile Band 5-8



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Registrar’s
	SERVICE GROUP: Legal and Democratic

	POST TITLE: Deputy Registrar
	REPORTS TO: Registration Manager/Superintendent Registrar

	GRADE: Band 5 - 7
	SAP POSITION NUMBER : 11004450


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  Please see the separate guidance information on how to complete the form located on Bradnet. 
	Key Purpose of Post: Max 3 sentences

	To assist in the delivery of a high quality service to the public by implementing the
Bradford and Keighley Registration Scheme 2013.

To carry out the duties prescribed by statute, regulation and instruction in respect of the registration of marriages and civil partnerships 
To register Births, Deaths and Still-Births.

Provide general clerical support as required by the Superintendent Registrar.

	Main Responsibilities of Post: Max 15 Bullet points

	Entry Level

1.  To register marriages at the Register Office, any other registered building or                    ap

     Approved Premises and if necessary at some other place by Registrar General’s           licen
     Licence or at the premises of a housebound or detained person.   

2.  To deal with correspondence in the form of letters and e-mails

3.  To deal with telephone and personal enquiries about all aspects of registration 

      procedures, taking advice as appropriate.  This will include obtaining information 

      from registers; change of name applications; adoptions; deed polls; probate etc.

4.   To be the main point of contact for members of the public attending to register a 

      birth, death or stillbirth and book in each client

5.   To have a knowledge of the appropriate computer software and registration on

      line with regard to the registration of marriages and civil partnerships and the issue 

      of all types of duplicate certificates.

6.   To book appointments for customers wishing to register a birth.

7.   To carry out other duties as required, which are reasonable in terms and nature of

      the level of the post.

Band 6

1.  To register births, stillbirths and deaths including collecting information and 

     documents under the Population (Statistics) Act and issue of all appropriate                         
     documentation in respect of these registrations, at the Register Office.

2.  To issue certificates for burial or cremation of deceased persons including still-

     births and to ensure that notifications are made of the date and place of burial and

     cremation and if necessary to take steps to obtain the information.

3.  To attest for transmission to registrars of other sub-districts, declarations of

     particulars to be registered in respect of births, stillbirths and deaths occurring in

     those sub-districts.

4.  To report certain deaths to the Coroner in accordance with regulations.

5.  To enter names given after registration; to re-register births under the appropriate

     sections of the Registration or Legitimacy Acts; to annotate entries as required and 

     to correct errors in current registers in accordance with regulation and instruction.
6.  To make cashbook entries at the end of each day and to balance cashbook entries

     and prepare payments for banking.

When assisting with Citizenship Ceremonies

1.  To receive telephone calls or personal visits from new citizens to arrange

     ceremonies both group and private and complete all related paperwork and confirm

     the arrangements by letter.

2.  To prepare all necessary documents required for the ceremony.

3.  To attend the ceremony with a Superintendent Registrar or her Deputy and meet 

     the new citizens on arrival, check documentation including photo ID.  Explain how  

     the ceremony will  proceed and offer refreshments.  Direct the citizens to the  

     appropriate seats, deal with the administration and later call them forward to receive
     their certificate from the dignitary.  

4.  Email details of all attendees to the Home Office for payment and deal with enquiries

     from the Home Office regarding forwarding or returning certificates.

Band 7

To progress to the next grade the employee must be competent in the Registration of             Births, Deaths, Still-Births, Marriages and Civil Partnerships. Evidenced by the 
completion of the GRO e-learning and technical assessments and by confident to work 

without supervision at out-stations.



	Structure:
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	Special Knowledge Requirement. Will be used for shortlisting. Max 10 

	
	Essential

	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column.
	

	Uses knowledge of Health, Safety and Environmental policies, procedures and regulations including risks in own area of

work
	

	Uses a range of complex IT packages relating to area of work
	X

	Ability to adopt a process of continual improvement and suggest ways of

working more efficient and effectively to improve service delivery.
	

	Knows and understands how to use, interpret, handle and communicate

information
	X


	Please add additional knowledge requirements specific to the post.
	

	Takes responsibility for own performance and development
	X

	Acts with courtesy and professionalism at all times
	X

	Able to carry our multiple activities and prioritise effort while maintaining a focus on the customer
	X


	Apply knowledge and understanding of relevant legislation, guidance and working practice relevant to registration
	X



	Relevant experience requirement: Will be used for shortlisting


	Two years experience in an office environment including dealing with the public

in a face to face situation.  

	To progress from Band 5 to Band 6 training of the registration of births must be completed              to a standard where daily supervision is no longer required.
To progress from Band 6 to Band 7 – as stated above in the main responsibilities of the post.

	

	

	Relevant professional qualifications requirement: Will be used for shortlisting


	Good general education.  L2 – NQF Level 2 – NVQ Level 2, 

GNVQ intermediate, RSA Diploma, City and Guilds Craft or Part 2; BTECH General or 

First Diploma; GCSE/0 levels grades A*-C

	

	

	Core Employee competencies to be used at the interview stage. 

	Carries Out Performance Management

	Covers the employee’s capacity to manage their workload and carry out a number of specific tasks accurately and to a high standard. 

	Communicates Effectively 

	Covers a range of spoken and written communication skills required as a regular feature of the job.  It includes exchanging information/building relationships; giving advice and guidance; counselling, negotiating and persuading and handling private, confidential and sensitive information.

	Carries Out Effective Decision Making 

	Covers a range of thinking skills required for taking initiative and independent actions within the scope of the job. It includes planning and organising, self effectiveness and any requirements to quality check work.

	Undertakes Structured Problem Solving Activity 

	Covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking; developing practical solutions; applying problem solving strategies and managing interpersonal relationships.

	Operates with Dignity and Respect 


	Covers promoting equality, treating all people fairly and with dignity and respect, maintains impartiality/fairness with all people, is aware of the barriers people face. 

	Working Conditions: 
 

	 Must be able to work overtime (including Sundays and Bank Holidays) as required by the 

needs of the service.  Must have a neat and smart standard of appearance particularly when involved in ceremonial duties. 
Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions

	Special Conditions: 

	You will be informed if there is a requirement for the post to have recruitment checks 

such as DBS, Warner Process.

	

	Compiled by: 
Jill Raine
Date: February 2025
	Grade Assessment Date:


	Post Grade:


Registration Service Manager/ Superintendent Registrar





Deputy Superintendent Registrar/Team Leader





Deputy Registrar





Registrar





Ceremony Coordinator
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