
JOB DESCRIPTION - CORPORATE SERVICES, DEMOCRATIC & LEGAL SERVICES 
 
 
IDENTIFICATION 
 
 
Post Title: Registrar Post Ref:  
Section: Registrars Grade: 5-8 
Responsible to: City Registrar   
Responsible for:    
 
 
JOB PURPOSE 
 
Assist in the computerised registration of births, deaths, marriages, civil partnerships and 
stillbirths in Dundee City area and conduct civil ceremonies. 
 
 
PRINCIPAL WORKING CONTACTS 
 
City Registrar; 
General Public; 
Registrar General; 
Colleagues. 
 
 
MAIN DUTIES 
 
Take all necessary information from the general public in relation to births, deaths, 
marriages, civil partnerships and stillbirths and enter into the computerised system according 
to laid down procedures. 
 
Give advice to couples enquiring about marriage and civil partnership and ensure that the 
appropriate paperwork is issued. 
 
Accept notice of marriage and civil partnership, ensuring that all the required documentation 
is present and in order. 
 
File marriage and civil partnership notices, ensuring compliance with regulations, check 
schedules are accurate. 
 
Check registers for errors and ensure corrections are made.  Ensure all documents are 
signed and accurate. 
 
Check list of hospital births and deaths against records and check for births and deaths 
registered outside Dundee City Area.  Issue official reminders where necessary. 
 
Process corrected entries, annotate the Registers and Forward Electronic Register 
appropriately. 
 
Undertake procedures in relation to change of name, re-registration, etc. 
 
Undertake the good “housekeeping” of the registers in the strong-room. 
 
Issue extract certificates from the Scottish Registers of Births, Deaths, Marriages and Civil 
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Partnerships. 
 
Discuss genealogical searches with the enquirer via post, internet and in person and obtain 
necessary details/information. 
 
Carry out genealogical searches as required, accessing computer and manual records 
available, input data into database to produce computerised charts as requested.  
 
Access available archive material and add details to genealogical reports. 
 
Produce bound book of completed research for enquirers. 
 
Meet with couples/parents prior to civil ceremonies and assist in the planning of their 
ceremony. 
 
Prepare scripts for civil ceremonies after meeting with couples/parents.  
 
Interview applicants for British Citizenship prior to a Citizenship ceremony. 
 
Take turns working in Saturday civil ceremony rota. 
 
Conduct civil marriage ceremonies, including Marriage, Civil Partnerships, Civil Naming, 
Citizenship and Renewal of Vows. 
 
Provide advice to members of the general public on registration and related issues. 
 
Collect fees, issue receipts and conduct daily check of cash received against receipts.  
 
Prepare statistical returns for Registrar General’s office. 
 
Maintain computer files, including annual statistics, accuracy rates, etc. 
 
Deputise for the City Registrar. 
 
 
OTHER DUTIES 
 
This job description is a broad picture of the post at the date of preparation.  It is not an 
exhaustive list of all possible duties and it is recognised that jobs change and evolve over 
time.  Consequently, this is not a contractual document and the postholder will be required to 
carry out any other duties to the equivalent level that are necessary to fulfil the purpose of 
the job. 
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PERSON SPECIFICATION 
 
POST TITLE: Registrar 

   
DIVISION/DEPARTMENT SECTION: Corporate Services, Democratic & Legal Services 

 

 ESSENTIAL 
REQUIREMENTS 

DESIRABLE 
REQUIREMENTS 

METHOD OF 
ASSESSMENT 

PROFESSIONAL/ 
EDUCATIONAL 
QUALIFICATIONS 
 
 

Certificate in Law and 
Practice of Registration 

HNC in 
Business/Public 
Administration or 
equivalent 

Application 
Form/Certificates 

RELEVANT 
WORK/OTHER 
EXPERIENCE 
 
 
 
 

Experienced user of 
FER and SFHS 
registration systems. 
 
Experienced in use of 
Microsoft Office, 
including Excel, Word, 
Office 365. 

Experience in dealing 
with family history 
enquiries.  
 
Experience of planning 
and preparing reports.  

Application 
Form/Certificates/ 
References 

PARTICULAR 
SKILLS/ABILITIES 
 
 
 
 
 

Ability to learn quickly 
and work unsupervised 
within a dedicated 
team.  
 
Good organisational, 
communication and 
numerical skills. 
 
Ability to work under 
pressure. 
 
Good presentation 
skills required for civil 
ceremonies. 

Thorough and 
methodical in approach 
to work. 

Application Form/ 
Interview/References 

PERSONAL 
QUALITIES 
 
 
 
 

Pleasant, friendly and 
outgoing nature. 
 
Must enjoy working 
with the public. 
 
Ability to deal with 
sensitive and emotional 
issues, due to the 
nature of enquiries from 
the public. 

Ability to stay calm 
under pressure. 

Application Form/ 
Interview/References 

ANY ADDITIONAL 
JOB RELATED 
REQUIREMENTS 

Flexible attitude to 
working. 
 
Current driving licence 
(Level 3) 
 
Basic Disclosure 
Scotland check. 

Should have own 
transport. 

Interview 

 


