ANGUS COUNCIL

PERSON SPECIFICATION

	JOB TITLE:
	Assistant Registrar 
	 DATE AGREED:
	April 2026


	CRITERIA


	ESSENTIAL/ DESIRABLE
	METHOD OF ASSESSMENT

	Qualifications and Training
	
	
	

	1. A minimum of 4 qualifications at SCQF Level 4 or above (or equivalent), including English, or relevant experience demonstrating equivalent skills
2. Hold the Certificate of Proficiency in the Law and Practice of Registration
3. Willingness to work towards the certificate proficiency in the Law and Practice of Registration if not already held
4. Willingness to undertake mandatory training including information governance training
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	Knowledge, Skills and Experience
1. Ability to work on own initiative 
2. Good customer service focus with the ability to act with integrity, respect to all customers honouring confidentiality 
3. Good numeracy skills
4. Good organisational and time management skills

5. Relevant experience of working in a registration environment including knowledge of FER and Scotlands People
6. Experience in taking payments through cash receipting systems

7. Experience of Microsoft office packages, databases and spreadsheets

8. Ability to work in difficult and challenging situations

9. Ability to work to deadlines
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	Personal Qualities
	
	
	

	1. Excellent written communication skills
2. Excellent oral communication skills including telecommunications

3. Good interpersonal and organisational skills

4. Clear and legible handwriting

5. Confidence in public speaking

6. Ability to produce accurate work
7. Discretion and confidentiality 
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	Special Conditions
	
	
	

	1. Ability to travel throughout Angus as required
2. Ability to work outwith normal office hours including evenings and weekends as required
3. Commitment to undertake appropriate training

4. Must not be an undischarged bankrupt
5. No conflict of interest

6. Full, current driving licence

7. Access to a vehicle

8. Ability to become a member of the PVG Scheme
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