
POST DETAILS:   

Job Title: Administrator / Deputy Registrar 

Grade: 5 

Location of Work: The Register Office, 1 Time Square and other approved 
premises within Warrington 

Directly Responsible To: The 
Superintendent Registrar 

Directly Responsible For: N/A 

Hours of Duty: 37 hours per week (fixed
term 6 months, with the option of a further
6 months)

Primary Purpose and Scope of the Job:

Reception and administration duties,
producing duplicate birth, marriage, civil
partnership and death certificates, conducting 
civil ceremonies such as marriages, baby
naming ceremonies, citizenship ceremonies,
civil partnerships and renewal of vows 
ceremonies, and birth, still birth, death
registrations and attesting notices of marriage
and civil partnership.

WORKING RELATIONSHIPS:  
Registrars of birth, death and marriages, the 
Coroner and Coroner’s Officers, Bereavement Services, Hospital Labour 
Ward, Funeral Directors, other related service d thproviders, an e general public. 

KEY TASKS AND   
ACCOUNTABILITIES: 
 
1. Reception and administration duties, including
greeting customers, answering telephone queries, 
booking appointments and ceremonies. 

2. Producing and issuing handwritten and printed certificates.

3. Performing civil ceremonies such as marriages, baby naming ceremonies, citizenship 
ceremonies, civil partnerships and renewal of vows ceremonies

4. Interviewing parents or relatives after a birth, still birth or a death, and making a legal 
registration of that event.

5. Taking payments
for certificates and ceremonies and other saleable items.

6. Daily accounting of money taken for certificates produced.

DIRECTORATE: Corporate 
Services 

SERVICE: Registration Service 
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7. Maintain birth, death and marriage indexes, both electronically and manually.

8. Attest legal marriage and civil partnership preliminaries.

9. Undertake, as directed, other aspects of the work at the Register Office and 
Warrington Borough Council up to or at a level consistent with the principle accountabilities of the 
job.

10. To carry out all duties with due regard to confidentiality and data protection 
regulations.

11. To carry out duties with full regard to the Council’s Corporate Plan, the Corporate 
Equality and Diversity Policy, Health and Safety Policy and Social Inclusion Strategy.

12. To undertake such additional duties as are reasonably commensurate with the level of this 
post.

REVIEW ARRANGEMENTS: 

The details contained in this Job Description 
reflect the content of the job at the date it was 
prepared.  However, it is inevitable that over
time, the nature of the jobs may change.
Existing duties may no longer be required and
other duties may be gained without changing 
the general nature of the post or the level of
responsibility entailed. Consequently, the
Council will expect to revise this Job
Description from time to time and will consult
with the postholder at the appropriate time.


