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excellence in communication
with deaf people




JOB DESCRIPTION
Registrar
	Responsible to:
	Chief Executive


	Job summary:


	To work with the NRCPD Board and the CEO ensuring professional support is provided for the management of Signature professional registration services.



Key Tasks

	1.
2.
	Oversee the administration of the registration services ensuring compliance with all policies and procedures.  Working with consultants where appropriate.
Deal with complex queries and issues arising from the registration process.



	3.
	Provide governance support for the NRCPD Board and related panels and committees ensuring compatibility with Signature governance.


	4.
	Oversee the complaints process and determine the appropriate course of action.


	5.
	Manage activity in line with allocated budgets. 



	6.
	Work closely with the NRCPD Board supporting and advising the Chair on strategies for the maintenance of standards and the development of the register.


	7.
	Collate and draft reports on registration services as necessary.



	8.
	Lead registration activity to expand its reach and authority.


	9.
	Promote the benefits of a well regulated profession to government, industry and the public using publicity material and communications activity as appropriate. 



	10.
	Represent NRCPD and Signature where appropriate at internal meetings, on external bodies and at external events.


	11.
	To prepare both an Annual Report and an Annual Plan of Work for consideration by the Board of NRCPD.


	12.
	Design, plan and deliver a programme of audit for monitoring registrants continuing professional development.  


	13.
	To carry out any other duties which may reasonably be expected of the post holder.




Relationships

	Internal:


	Staff at all levels.



	External:
	Registered Language Service Professionals.  Independent Registration Panel.  Members of the public.  Representatives of organisations with an interest in LSP registration.




Equipment / Software Used

Microsoft Office Suite
Telephone/Textphone/Short Message Service (SMS)

Affiliate.
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PERSON SPECIFICATION
Registrar
	Requirements
	Essential
	Desirable

	Qualifications


	Educated to degree level or demonstrable equivalent experience.

	

	Experience
	Supporting a professional committee. 

Working autonomously under minimum of supervision willing and able to confer or consult when necessary.

Experience of maintaining confidential files and records.   
	Relevant work experience in a membership organisation.  

Experience of developing and managing a CPD endorsement scheme.  

Experience of advising a CEO/Chair/Trustees.  



	Knowledge
	Knowledge of issues around UK professional/voluntary regulation. 


	Knowledge of governance processes including code of conduct, fitness to practice, complaints procedures etc.  



	Skills and abilities
	Excellent verbal and written communication skills with credibility to represent the register to external audiences and ability to understand and convey information in a clear and accurate manner.  

Excellent organisation and time management skills.

Ability to provide a high standard of service and information accurately and promptly to internal and external customers.  

Ability to contribute to the strategic direction and smooth running of NRCPD as part of the Senior Management Team.  

Excellent IT skills.  

Excellent interpersonal and networking skills.


	

	
	

	Location and working hours
	This post is based in the Office Signature which is located in Mersey House, Mandale Business Park, Belmont, Durham, DH1 1TH.  This is a non-smoking building.  
Working hours – part-time 25 hours per week, Monday to Friday.



	Holidays
	25 working days per year pro rata plus recognised bank or public holidays currently 8 in all.  Of the 25 days holiday, you must keep up to 3 days each year to bridge the gap between Christmas and the New Year, when the office closes.



	Salary
	The salary for this post is £28,000 (gross per annum, pro rata)  


	Requirements
Pension
	Post is subject to a 6 month probationary period, satisfactory DBS check and receipt of references satisfactory to us.

Employees are expected to complete the following Signature courses within 2 years of commencing employment:
· Level 2 Certificate in British Sign Language

· Level 1 Award in Deaf Awareness and Communication

Signature operates a voluntary pension scheme through the Pensions Trust.  The contribution rates are:  employees 5% and employer 10%.



