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Ceremony Coordinator


	Department 
	Chief Executive’s Office

	Service 
	Registration Services

	Grade
	B

	Reports to
	Ceremony and Celebrant Team 1 Leader

	Responsible for 
	n/a

	Job reference
	MJ2970



	Job Purpose - 

	To work in a front of house role to support Celebrant Registrars in the delivery of civil legal ceremonies at Norwich Castle, the busiest ceremony venue in the county. Ensuring ceremonies run to time by providing directions, guidance and support to the couple and their guests, and working closely with the museum’s team to ensure the couples get the best possible experience on their special day.  The role is part of Norfolk Registration Services. 

	Context - 

	Celebrate in Norfolk is the celebratory arm of the Norfolk Registration Service and delivers both legal and non-legal ceremonies for customers in locations across the county. 



	Accountabilities - 

	To enhance the couples experience by managing the movement of guests and the couple around the Museum, and ensuring all parties are ready and where they should be to avoid delays to the ceremony, reporting any issues to the celebrant and registrar.

	Meeting and greeting couples and their guests on arrival and assisting the exit of guests and the couple post ceremony, working in accordance with Health and Safety policy, NCC corporate guidelines and Museum security policies and site procedure.

	Ensuring ceremony rooms are unlocked and secured as required and checking the routes through to the waiting area, interview room and ceremony room are clear.

	Providing accurate and appropriate information to couples and their guests including directions to toilets, pushchair parking, disabled access routes etc 

	General site presentation the ceremony room, waiting area and interview rooms are laid out as expected ahead of each ceremony and are left as expected after the final ceremony. 

	Working with the Museum staff to ensure smooth delivery of ceremonies. Giving clear directions to large groups of guests when needed to ensure visitors to the museum are not disrupted by the ceremonies taking place.

	Assisting the Celebrant Registrars where required.

	Reporting any issues to Team Leader who will then raise with the Museum management team. 





Person specification

	Knowledge/experience:
	Essential
	Desirable

	






	· Approachable and friendly with problem solving skills, with a confidence to be assertive and diplomatic when required but not confrontational 
· Experience of dealing with the public face to face and especially in sensitive or contentious situations.
· Previous experience of dealing with and giving instructions to, large groups of people
· Possesses the confidence to make sure instructions are followed 
· Good customer care skills
· High standard of literacy, comprehension, and numeracy 
· Able to work within a highly regulated process, paying meticulous attention to detail
· Experienced and confident accessing and using internet-based systems and programs. 
	· Has previous  experience of working in a ceremony environment



	Qualifications
	Mandatory
	Desirable

	






	• 5 GCSEs including English and Maths or equivalent 

	




	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.





	Other Job Information 

	Must be comfortable being on their feet for most of their shift. 




	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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