
 
 

PERSON SPECIFICATION 
 
 

JOB TITLE:  Administrator / Deputy Registrar 
GRADE: 5 
DIRECTORATE: Corporate Services 
SERVICE: Registration Service 
 
CRITERIA: 
 
Experience  
 
1. Experience of dealing with customers and members of the public E (A, I) 
2. Experience of working in a busy customer service environment  E (A, I)   
3. Experience of using administrative and IT skills in the workplace E (A, I)  
4. Experience of working under pressure in a challenging environment D (A, I)   
 
Skills and Abilities  
 
1. The ability to relate to people from all backgrounds and cultures E (A, I) 
2. Tact, patience and empathy, for dealing with people who may be distressed E (A, I) 
3. The ability to understand and apply rules and law E (A, I) 
4. Clear and accurate handwriting E (T) 
5. The ability to work under pressure E (A, I) 
6. Public speaking skills E (P) 
7. The ability to analyse, interpret and respond positively to customer enquiries E (A, I) 
8. The ability to work on own initiative in a very busy environment with the minimum of 
supervision E (A, I) 
9. A flexible approach to work E (A, I) 
10. The ability to build effective working relationships with colleagues, associates and 
stakeholders E (A, I) 
10. The ability to deal calmly and professionally with the unexpected (A, I) 
11. A high level of IT skills including Word, Excel, Outlook, Internet  E (A, I) 
12. A high level of accuracy and attention to detail E (A, I) 
13. Good numerical skills E (A) 
14. A sound command of the English language, writing and spelling E (A, I, T) 
 
 
 
Education/Qualifications/Knowledge  
 
1. GCSE Grade C (or equivalent) in English and Mathematics D (A) 
2. Full driving licence E (A) 
3. Customer care training D (A) 
4. Awareness of corporate responsibilities regarding Health & Safety, Equality and 
Diversity, Data Protection and Performance Management Policies D (A, I)  
5. Experience of public speaking D (A, I) 
 



 
Other Requirements  
 
1. To work 37 hours per week over five days for 6 months (plus a further 6 months if 
required) to assist with recovery following the Covid-19 pandemic. Some weekend / Bank 
Holiday work will be required. E 
2. Work will take place mainly within the Register Office, and occasionally at other 
locations throughout Warrington (including approved wedding venues, private 
residences, hospital or hospice). E 
3. To undertake regular performance reviews with the line manager, agree objectives for 
continuous improvement and undertake training as and when required. E 
 
 
Commitment to Equal Opportunities  
 
1. The ability to understand and demonstrate commitment to equality and diversity E (A, 
I) 
2. The ability to relate to and understand the needs of people with differing backgrounds 
and customs E (A, I)  
 
 
 
Commitment to Service Delivery/Customer Care  
 
1. An understanding of and a personal commitment to the Vision and Values of    

Warrington Borough Council E (A, I)         
2. Strong commitment to customer care and in delivering high quality services E (A, I)  
3. Sensitive to the issues facing customers when requesting our services/help E (A, I)    
4. High standard of accuracy required in the preparation of certificates E (A, I)   
5. Ability to be diplomatic and sympathetic in difficult situations E (A, I)    
6. Ability to conduct civil ceremonies under pressurised conditions E (I, P)    
7. Ability to be flexible in your work E (A, I)       

   
 
 
 
 
 
NOTE TO APPLICANTS: 
Whilst all points on the specification are important, those marked ‘E’ (essential) 
are the key requirements.  You should pay particular attention to these points and 
provide evidence of meeting them.  Failure to do so may mean that you will not be 
invited for interview. 

 
Methods of Assessment key 
 
A = application form, C = Certificate, E = Exercise, I = Interview,  
P = presentation, T= Test, AC = assessment centre 
 


