
SCOTTISH ENVIRONMENT PROTECTION AGENCY

Supplementary Information Summary

This intended to supplement the information provided in the Generic Job Description.  The Generic Job Description is the definitive document which defines the job and its overall responsibilities.

A
JOB IDENTIFICATION INFORMATION

	JOB TITLE


	Registry Officer

	POST REFERENCE NO.
	REG19492

	REPORTS TO


	Registry Manager North

	DIRECTORATE


	Regulatory Services

	UNIT OR TEAM
	Permitting Services - Registry

	LOCATION(S)                            


	Dingwall

	POST STATUS

(Indicate if permanent or fixed term; full or part time and if part time, indicate hours)
	Permanent
Part-time 25 Hours / week
(Monday to Friday 5hrs/day)


B.  
SUPPLEMENTARY INFORMATION ABOUT THIS POST

	Registry is a national department with approximately 25 staff based across three offices: Aberdeen, Dingwall and Angus Smith Building, Holytown.
It is part of SEPA’s Operations Directorate and primarily deals with the administrative aspects of application processing and the maintenance and provision of SEPA’s public registers. 




C.
SUPPLEMENTARY INFORMATION ABOUT THE QUALIFICATIONS, KNOWLEDGE AND EXPERIENCE REQUIRED FOR THIS PARTICULAR POST.

	Qualifications

	As per generic job description.



	Knowledge

Knowledge of Environmental Legislation would be advantageous



	Experience
Essential

PC Literate

Sound working knowledge of Microsoft packages including Excel and Word, combined with any ‘in-house’ form-based database experience.  Use of e-mail packages and intranet/internet functions would be helpful.

Accuracy and Attention to Detail

The post requires a great deal of accuracy and attention to detail, and as such previous experience of undertaking data transfer from paper based documentation to database and preparation of documents is essential.  It must also include regular oral communication and written communication such as letters and emails.
Evidence

Evidence of undertaking the above duties over a prolonged period, e.g. as part of your role for at least 2 years

Evidence of undertaking repetitive, routine administrative tasks, e.g. filing and photocopying

A skills test will be required during interview to ensure a high standard of ability and accuracy are evidenced.

Desirable

Experience of dealing with members of the public, in person and on the phone. 

Experience of producing written responses to enquiries from members of the public and internal/external customers. 





