ANGUS COUNCIL

JOB OUTLINE

Job Title:
Assistant Registrar  
Service:

Legal and Democratic  
Grade:
LG4 – LG5 (Career Grade Structure)  
Responsible to:
Registrar
Responsible for:
N/A
	Outline of Duties
1. Assist in the delivery of statutory registration functions, including births, deaths, marriages and civil partnerships, under the supervision of the Registrar where required, in accordance with the Registration of Births, Deaths and Marriages (Scotland) Act 1965.

2. Deliver the Department for Work and Pensions Tell Us Once service at death registrations for sharing with other council services and government agencies.

3. Maintain up‑to‑date knowledge of legislation, guidance and procedures.

4. Support the delivery of approved additional services such as renewal of vows, naming ceremonies and the European Settlement Scheme.

5. Assist in promoting Registration Services through attendance at wedding fayres and social media.

6. Conduct bespoke civil ceremonies at registration offices and approved venues, including evenings, weekends and public holidays; act as key holder and comply with and be responsible for health and safety arrangements during ceremonies.

7. Respond to enquiries and correspondence professionally and confidentially, providing specialised advice to the public on registration related matters.

8. Maintain registration booking and office systems.

9. Liaise with the Registrar in ensuring that all statutory requirements are met and the office is in operation on a full time basis.

10. Be responsible for the registration office in the absence of the Registrar

11. Carry out associated administrative tasks, including receipting of payments and routine record‑keeping.

12. Provide guidance to customers undertaking genealogical research.
13. Liaise with internal services and external agencies including National Records of Scotland, DWP, NHS services, funeral directors, Police Scotland, Home Office and Procurator Fiscal.
14. Assist with citizenship ceremonies, in registration offices and other venues as required.
15. Comply with all data protection laws in the processing of personal, and special categories of personal data, in line with the council’s full privacy statement and service privacy notices.
16. Undertake other duties appropriate to the role and service needs.

This list is not exhaustive and the jobholder will be required to undertake other duties as required.
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