Registration Service – Registration Officer B&D Lancaster– additional information sheet
The role is to 

· support the delivery of Registration Service to ensure a high quality service, 

· support the Registration Officers, 

· assist customers to access online information and resources and 

· work as a member of the Registration team and under limited supervision

KEY ACCOUNTABILITIES

Offer a warm welcome to all visitors to the building, ensuring the highest standards of customer care and communication skills at all times, providing appropriate information and signposting.
Undertaking everyday registration tasks such as registering births, still-births and deaths.
Carry out all duties and responsibilities in compliance with Registration Acts.

Account for all fee income taken in accordance with the County Councils financial procedures.

Undertaking duties in relation to building security, Health & Safety - including opening and closing routines, key holding, daily cash handling/recording income.   
Work with a range of partners to deliver a high quality service to the community

Commitment to continuing professional development

Ability and willingness to be a flexible, pro-active and effective team member and work under limited supervision
SKILLS AND EXPERIENCE

Essential experience:

Ability to work as a member of a team

Ability to work accurately and with limited supervision

Ability to deliver an excellent customer focused service 
Excellent communication skills and the ability to communicate effectively in English

Excellent digital skills.
Ability to deliver and support registration services 

Ability to work with a range of partners 

Ability to carry out everyday registration tasks and be willing to learn
Ability to deal with difficult situations in a calm and helpful manner
Desirable Experience:

Knowledge of local, regional and national initiatives within the registration service

