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To accompany job description and person specification when required

Job title: Ceremony Officer
Directorate/Service/Team: Place/Community and Public Protection/Registration Services

Organisation structure 
Reporting to: Registrar Area Manager 

The Registration Services head office is at The Dorset History Centre, Bridport Road, Dorchester, DT1 1RP and has offices based at:
· Blandford
· Bridport
· Dorchester
· Ferndown
· Gillingham
· Sherborne
· Swanage
· Wareham
· Weymouth

Context of work
The postholder is responsible for registering civil ceremonies (marriages and civil partnerships) in accordance with both statutory, service and customer requirements and complying with associated administrative procedures. In the first year of employment, the postholder will be trained and act as a Recording Registrar only.  Training as a Celebrant Registrar is only progressed once capability as a Recording Registrar has been proven over at least one wedding season (April – October).
Ceremonies take place at external locations.  Ceremonies can take place on any day of the week at any time.  Work will be allocated as and when required, any day of the week and at any time of the year; whilst Fridays and Saturdays are the busiest days, we have experienced an increase in weekday bookings and need to ensure we are able to meet this demand. The majority of ceremonies take place between April and October.  Usually reasonable notice (3 months) is given for the days required.  Occasionally work will be offered at short notice to cover sickness absence or short notice ceremonies.  
The postholder will work with another ceremony officer of the same grade and they are normally expected to start and finish their duties at their office base, car sharing wherever possible.  
The postholder may be responsible for unlocking/locking premises and deactivating/activating alarms at their office base.
Once work has been allocated the postholder is responsible for conducting or registering the ceremony in accordance with legal and service requirements.  
Occasionally the postholder may be required to attend ceremonies covered by another team.  
Ceremony officers are expected to attend up to four local team meetings per year and two whole registration service events.  Occasionally ceremony officers may be required to assist with any other service duty.
Unless the postholder has been asked to participate in trialling a new way of working they will be expected to work in accordance with the following flowchart process:
Contacts couple approximately 1 week before the ceremony to confirm date, time and location of ceremony and discuss details and logistics.

Arranges collection of marriage schedule and file and checks contents prior to leaving for the ceremony 
Ceremony officers meet up and travel to venue (for approved premises)
Ceremony Officers arrive at venue at least 30mins before ceremony
Liaise with venue staff (approved premises)
CELEBRANT REGISTRAR
RECORDING REGISTRAR
Meet Groom/Bride
Interviews Groom/Bride
Meet Bride/Groom
Reassurance chat with Groom/Bride
Interviews Bride / Groom
Reassurance chat with Bride/Groom
Amends marriage schedule if required
  Conduct Ceremony and oversee     signing of marriage schedule
Return to office
Register marriage electronically
Store marriage schedule in safe
Shred script
File ‘Marriage Authorities’
Reassurance chat with ‘others’
Obtains script and checks details
CELEBRANT REGISTRAR
Contacts Celebrant Registrar and makes arrangements regarding logistics including carshare
RECORDING REGISTRAR
Ceremony Officer finds replacement if unable to fulfil work
Line Manager rosters Ceremony Officer and distributes rota normally 3 months ahead 
Ceremony Officer notifies Line Manager of their availability/non-availability as determined by local procedure

Travel requirement
This post has a significant travel requirement.  The postholder will be required to provide their own car to travel to venues throughout the area, they may also be required to travel to other destinations for home/hospital/prison registrations and attending meetings.  The postholder must include business use in their car insurance cover.
The Dorset Travel Scheme is applicable to all employees.  Where more than one employee is attending a work event every effort should be made for employees to travel together to minimise the cost of a journey to Dorset Council.

Other information  
The ability to converse at ease with customers and provide advice in accurate spoken English is essential for the post.

[bookmark: _Hlk117844868]The increasing popularity of outdoors ceremonies may require walking across various terrain, such as fields and through woodlands, to reach a ceremony area and working in the open air in all weather conditions, to meet our customers’ requirements.

Appointment to the role will be subject to receipt of a satisfactory basic DBS check.

Individual Ceremony Team information

Bridport
The Bridport Ceremony Team is based at our Bridport Registration Office, Mountfield, Rax Lane, Bridport, DT6 3JP.  This is a part-time office with restricted access arrangements.
The Team comprises 10 Ceremony Officers and is line managed by a Registrar Area Manager.
The Team is currently responsible for ceremonies taking place at the ceremony room at Mountfield and Approved Premises in and around the Bridport area.
There is no guarantee of the amount of work available, but during 2025 the team of conducted:  
· 125 approved premises ceremonies.  Two ceremony officers are required to attend each ceremony (a Recording Registrar and a Celebrant Registrar) and an officer receives payment for 3 hours for each ceremony.
· 56 Ceremony Room ceremonies at Mountfield.   Two ceremony officers (a Recording Registrar and a Celebrant Registrar) are required to attend each ceremony and an officer receives payment for 2 hours for each ceremony.

Wimborne
The Wimborne Ceremony Team is based at the Wimborne Registration Office, The Hanham Centre, Hanham Road, Wimborne, BH21 1AS. 
The Team comprises 7 Ceremony Officers and is line managed by a Registrar Area Manager.
The Team is currently responsible for ceremonies taking place at Approved Premises in and around Wimborne and the wider East Dorset area. 

There is no guarantee of the amount of work available, but during 2025 the team of ceremony officers undertook 103 approved premises ceremonies.  Two ceremony officers are required to attend each ceremony (a Recording Registrar and a Celebrant Registrar) and an officer receives payment for 3 hours for each ceremony.

Weymouth 
[bookmark: _Hlk216357787]The Weymouth Ceremony Team is based at the Weymouth Registration Office, The Library, Great George Street, Weymouth, DT4 8NN. However, the centre of duty for travel where the Team starts and ends their trips is Crookhill Depot, Chickerell, Weymouth DT3 4DQ.  
The Team comprises 10 Ceremony Officers and is line managed by a Registrar Area Manager; this is being increased to 12 in 2026 due to demand in the area.
The Team is currently responsible for ceremonies taking place at Approved Premises in and around the Weymouth and Portland area and the Weymouth Ceremony Rooms at The New Town Hall, Commercial Road, Weymouth.
There is no guarantee of the amount of work available, but during 2025 the team of ceremony officers undertook:
· 145 approved premises ceremonies.  Two ceremony officers are required to attend each ceremony (a Recording Registrar and a Celebrant Registrar) and an officer receives payment for 3 hours for each ceremony.
· 43 Ceremony Room ceremonies at the New Town Hall.   Two ceremony officers (a Recording Registrar and a Celebrant Registrar) are required to attend each ceremony and an officer receives payment for 3 hours for the first ceremony and 2 hours for any subsequent ceremonies on a particular day.

Our values: 

What are Dorset Council’s values and why are they important? 
There are five core values for every employee, regardless of role and grade.  These are: Respect, Openness, Together, Accountability and Curiosity. Our values act as guiding principles, defining what we believe is important in the ways we work together.
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