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	Job title:
	Trainee Assistant Registration Officer


	Job Family/
Grade/Level:
	CSE 3A - Grade 3 plus
Non-Standard Working Payment (NSWP) - Level B

	Summary of role:
	Based within the Chief Executives department, Registration Services, and reporting to a Registration Officer, you will undertake activities which will support you in obtaining a Certificate of Proficiency in the Law and Practice of Registration Services in Scotland, which you will undertake over a two-year period through a professional study route and workplace training and support.
The key responsibilities of the role will include:
· Processing basic registration documents and arranging appointments for Birth, Death, Marriage and Civil Partnerships
· Preparing paperwork for British Citizenship ceremonies, including supporting activities and attendance at ceremonies.  
· Searching, preparing, and issuing extracts of Birth, Death, Marriage and Civil Partnerships and assisting clients with family history research.
· Scrutinising documents attached to Marriage and Civil Partnership paperwork and identifying discrepancies.  
· Registering the above life events along with conducting civil ceremonies, to enable you to become fully experienced in registration functions.
· Completing a variety of administrative tasks, including answering calls, logging mail and taking payments over the phone. 
The 2-year training programme, provided by an external provider, involves predominantly home study with exam and assessment criteria which must be achieved within a specified period, leading to a Certificate of Proficiency in the Law and Practice of Registration Services in Scotland.  This post is subject to a training agreement. 
The post will routinely involve working weekends and public holidays so a flexible approach to both location and the working week is essential.




	Criteria
	Essential
	Desirable
	Evidence

	Education, qualifications     & training
	
	· National 5 or equivalent
      English and Maths
	|X| Application Form
|X| Certificate(s)
|X| Interview

	Skills


	· Excellent communication skills, including presentation and public speaking.
· Good literacy and numeracy skills.
· Can effectively follow statutory requirements and audit/security processes and procedures with guidance.
· Can plan, organise, and complete work within a set time with guidance.
· Recent experience in working within an office environment.
	· Can accurately record information from a variety of sources
· Experience of working within or supporting the administration of registration services.
	|X| Application Form
|X| Interview
|X| References

	Knowledge


	●   Good working knowledge 
     of relevant Microsoft Office
     packages
	
	|X| Application Form
|X| Interview
|X| References



	Criteria
	Essential
	Desirable
	Evidence

	Personal Effectiveness - 
Communicating (L1)

	· Ability to listen and communicate clearly and calmly, in a way that people understand. 
· Ability to produce clear, concise, and easily understood written communications.
	· Ability to keep up to date with the skills and knowledge needed for the job

	|X| Application Form
|X| Interview


	Providing Excellent Customer Service - 
Customer Orientation (L1)


	· Will follow up customer requests and enquires to make sure actions are taken and issues are resolved promptly.
· Treats customers fairly, respectfully, and consistently and provides a high quality, professional and polite service. 
	●         Displays an enthusiastic, positive, and empathetic manner with the ability to adapt between diverse and difficult situations.
	|X| Application Form
|X| Interview


	Delivering Results - 
Planning (L1)



	· You can organise your own workload by thinking about requirements and deadlines, how important each task is and asking for help when you need to.
	
	|X| Application Form
|X| Interview
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