Job Description

Section A: Job Profile
The job profile outlines key information relating to the salary and working conditions e.g., location of a job, along with the current focus of the role and a brief description of the main duties.

Job Details
	Job Title:
	Ceremonies Officer

	Salary:
	Casual Contract: £16.93 - £18.07 per hour including holiday pay + weekend and bank holiday enhancements (£29,064 - £31,022 per annum pro rata)

Annualised Hours Contract:
£2,432 – £2,596 per annum + weekend and bank holiday enhancements for 161 hours per annum
(£29,064 - £31,022 per annum pro rata)

	Grade:
	7

	Hours:
	Casual Contract: Casual to meet customer demand for weekday, weekend and bank holiday ceremonies.

Annualised Hours Contracts: Required to work 161 hours per annum to meet customer demand for weekday, weekend and bank holiday ceremonies based on seasonal variations as follows: April – June 30%, July – September 40%, October – December 20%, January – March 10%, of annual hours, 

You will be required to be part of an on-call rota for emergency ceremony cover on weekends and bank holidays, for which additional payment is made. (Annualised hours contract only)


	Team:
	Registration Service 

	Service Area:
	Ceremonies Team

	Primary Location:
	Base office at Bicester Registration Office

You may be required to work anywhere in the county based on operational needs, so will need the ability to travel to various and sometimes rural locations (including to circa 100 approved venues)

	Budget responsibility:
	None

	Responsible to:
	Ceremonies Team Leader

	Responsible for:
	Fulfil the statutory duties of a Deputy Registrar/ Deputy Superintendent Registrar

	Political Restricted Post:
	No


Job Purpose
	[bookmark: _Hlk513794740]A brief overview of the key objectives of the job:

To fulfil the statutory duties of a Deputy Registrar / Deputy Superintendent Registrar to conduct and register marriage and civil partnership ceremonies, non-statutory ceremonies, and citizenship ceremonies in accordance with legislation and council policies to meet customer expectations for a personalised service at registration offices, approved premises, and other approved locations across Oxfordshire.


Job Responsibilities 
	This is a bullet point list of the main duties or tasks that the post holder will be expected to undertake.

1. Completing the statutory registration of legal ceremonies:
· Checking ceremony paperwork to ensure legality and validity prior to the ceremony.
· Using a prescribed form of words, interviewing couples prior to ceremonies, to ensure information recorded on the legal documentation is accurate, and making annotations when required.
· Ensuring the correct legal process is followed, and the legal documents are correctly signed, during the ceremony.
· Returning the legal documents to the registration office immediately after the ceremony to enable the digital registration of ceremonies to be completed within the statutory timeframes, and within the frameworks of the Marriage and the Civil Partnership Acts. 

2. Conducting ceremonies:
· Preparing ceremony scripts to meet customers’ preferred requirements, whilst ensuring the ceremony fulfils the legal requirements, if applicable.  
· When required, arranging and meeting with the couple remotely to briefly discuss their ceremony requirements.
· Ensuring the ceremony room is set up prior to the ceremony; liaising with venue staff as required. 
· Ensuring guests are aware of the specific practices of the ceremony (e.g. health & safety requirements and use of mobile phones) and the couples’ wishes (e.g. photographs and social media posts).
· Meeting with the couple immediately prior to the ceremony to check for accuracy or last-minute changes to the ceremony script and ensuring these are followed for the ceremony.
· Delivering the ceremony with joy and enthusiasm, being mindful of the solemnity and dignity of the occasion and ensuring the ceremony fulfils legal requirements, when applicable. 
· Managing guests, photographers, musicians, performers, and toastmasters before, during, and following the ceremony, until the legal process is fully complete.
· Managing any unforeseen activity or events that could cause disruption to the ceremony.

3. General:
· Use IT systems to undertake pre and post ceremony administration and delivery. In compliance with the General Register Office Handbook, ensure the safety of legal documentation, and adhere to Data Protection Regulations, and Public Protection and Counter Fraud Guidelines
· Maintain a working knowledge of relevant registration practice; always comply with the national standards, service standards and best practice. 
· Be responsible for ensuring organisational Health and Safety procedures and good practice are used to maintain security of facilities and the health and safety of self, colleagues and public using our premises.
· Assist with the promotion of the registration office ceremony rooms. 
· Participate in quarterly 1-1s and team meetings and attend an annual training day.
· Any other duties as may be deemed necessary to carry out the full remit of the role.
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Job description Template – April 2022
Our Values 
Our organisational values underpin everything we do and say and are supported by policies, processes and guidance. In short, our values describe ‘the way we do things here’ so that we deliver great services for our residents. Our values are:
· Always learning
· Be kind and care
· Equality and integrity in all we do
· Taking responsibility
· Daring to do it differently 
Everyone that works for us demonstrates their commitment to these values.  We will ask you to demonstrate your commitment to these values, and their associated behaviours, throughout the application process.
Section B: Selection Criteria/Person Specification
[bookmark: _Hlk535396426]This section provides a list of essential and desirable criteria that detail the skills, knowledge, behaviours, qualifications and experience that a candidate should have to perform the job. 

Each of the criteria listed below, and your commitment to our values, will be measured through the application form/CV (A) and optionally one or more of the following - a test / exercise (T), an interview (I), a presentation (P) or documentation (D). You must provide a supporting statement as part of your application which includes examples and evidence of when you have demonstrated the criteria listed below. 

	Essential Criteria
	Assessed By:

	 Education to GCSE or equivalent in Maths and English.
	A

	Proficiency in Microsoft Office (Word, Excel, Outlook and Teams) and an ability to adapt to specific software applicable to the registration service
	T/I

	Experience of working within a customer focused service, dealing with high volumes of public interaction, both face to face and by telephone / online, in a consumer and service driven environment.
	A/I

	A command of written and spoken English which is appropriate for the effective performance of the role and the ability to interpret and explain detailed rules and procedures to a wide range of audiences in a clear and understandable way.
	A/I

	Able to listen, speak confidently, and project voice in public, and able to accurately record information, paying meticulous attention to detail.
	A/I

	Excellent organisational skills, along with the ability to work as both an individual and as part of a team with colleagues and partners.
	A/I

	Integrity, tact and diplomacy to deal with people at a pivotal point in their lives; with the ability to apply knowledge of customer’s needs to deliver services
	A/I

	Smart professional appearance appropriate for delivering ceremonial services
	I

	Desirable Criteria
	Assessed By:

	Current full clean driving licence and use of a vehicle with appropropriate business use insurance to travel to locations across Oxfordshire
	D/I

	Experience of dealing with work of a confidential nature
	A/I

	Experience of public speaking or making formal presentations
	A/I

	[bookmark: _Hlk516569688][bookmark: _Hlk518653385][bookmark: _Hlk518651683]Experience of managing or directing large groups of people
	A/I
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Section C: Pre-employment Checks
All appointments are subject to standard pre-employment screening. This will include identity, references, proof of right to work in the UK, medical clearance and verification of certificates. Further information can be found here Pre-employment checks 

Additional pre employment checks specific to this role are identified below (those ticked).

	☐
	Enhanced Disclosure and Barring Service check with Children’s and Adults Barred List
	☐
	Enhanced Disclosure and Barring Service check without an Adult/Children’s barred list check

	☐
	Enhanced Disclosure and Barring Service check with Children’s Barred List
	☐
	Enhanced Disclosure and Barring Service check with Adults Barred List

	☐
	Standard Disclosure and Barring Service check
	☐
	Basic Disclosure

	☐
	Disqualification for Caring for Children (Education)
	☐
	Overseas Criminal Record Checks

	☐
	Prohibition from Teaching
	☐
	Professional Registration

	☐
	Non police personnel vetting
	☐
	Disqualification from Caring


	
	Other (please specify): 
This role is subject to the Registration of Births, Deaths and Marriages Regulations 1968 (as amended). Candidates will be required to complete Disqualification Form for working in the Registration Service.


[bookmark: _Hlk535396535]Section D: Working Conditions
This is a guide to the working conditions and the potential hazards and risks that may be faced by the post-holder.
Health and Safety at Work 

You are responsible for your own health, safety and wellbeing, and undertaking health and safety duties and responsibilities for your role as specified within Oxfordshire County Councils Health and Safety Policy.

The potential significant hazard(s) and risk(s) for this job are identified below (those ticked).

	☐
	Provision of personal care on a regular basis
	☐
	Driving HGV or LGV for work

	☐
	Regular manual handling (which includes assisting, manoeuvring, pushing and pulling) of people (including pupils) or objects
	☐
	Any other frequent driving or prolonged driving at work activities (e.g. long journeys driving own private vehicle or a council vehicle for work purposes)

	☐
	Working at height/ using ladders on a regular/ repetitive basis
	☐
	Restricted postural change – prolonged sitting

	
	Lone working on a regular basis
	
	Restricted postural change – prolonged standing

	☐
	Night work
	☐
	Regular/repetitive bending/ squatting/ kneeling/crouching

	☐
	Rotating shift work
	☐
	Manual cleaning/ domestic duties

	☐
	Working on/ or near a road
	☐
	Regular work outdoors

	
	Significant use of computers (display screen equipment)
	☐
	Work with vulnerable children or vulnerable adults

	☐
	Undertaking repetitive tasks
	☐
	Working with challenging behaviours

	☐
	Continual telephone use (call centres)
	☐
	Regular work with skin irritants/ allergens

	☐
	Work requiring hearing protection (exposure to noise above action levels)
	☐
	Regular work with respiratory irritants/ allergens (exposure to dust, fumes, chemicals, fibres)

	☐
	Work requiring respirators or masks
	☐
	Work with vibrating tools/ machinery

	☐
	Work involving food handling
	☐
	Work with waste, refuse

	☐
	Potential exposure to blood or bodily fluids
	
	Face-to-face contact with members of the public


	☐
	Other (please specify): 
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