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Job Description
	For HRU use only
	Ref: 4324


	Directorate
	Environment Housing and Leisure

	Section/Location
	Bereavement Services

	Post Title
	Bereavement Advisor

	Permanent/Temp
	Permanent

	Grade
	5

	Responsible to
	Bereavement Services Management

	Responsible for
	N/A

	Job Purpose

	To assist in the provision of an efficient and caring Bereavement Service. 

To be the interface between Funeral Directors and the bereaved.

To administer the financial requirements of cremations, burials, memorial products, grave transfers and grave purchases.

To ensure the bereaved are treated with dignity and respect and that a caring attitude is presented at all times.

	Job Content

	Taking bookings for burials and cremations at 2 crematoria and 7 cemeteries. 
Accurate completion/compilation of statutory records.  

Financial transactions & control of monies in compliance with Financial Regulations. 
Answering general and specific enquiries from bereaved families, Funeral Directors, Clergy etc.
Dealing in person with enquiries/transactions/complaints brought to the reception desk.

Admin/clerical duties associated with the Bereavement Service.

Working closely with bereaved families to prepare Statutory Declarations / Deed of Assignments for the transfer of grave rights. 

Operation of commemorative and other memorial schemes.

	Performance standards

	Most clerical tasks have strict legal and operational deadlines which must be met.

Precision is essential when handling financial transactions.

The post will be subject to the Council’s Individual Performance Review (IPR) process and also the Absence Management system.

	Working conditions

	The post is based at Preston Cemetery, Walton Avenue, North Shields and the post holder will work as part of a small team.

The hours of work are 37 hours per week and the post works to the Council’s Flexi Time scheme provided core booking times are adequately covered.



	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	Ability to use Microsoft Office packages to advanced standard

Ability to handle telephone complaints from members of the public

Ability to handle varied workload

Ability to prioritise own workload


	
	Pre interview test

Pre interview test

Interview

Interview

	Qualifications and Training
	Educated to GCSE standard

Advanced Certificate  in word processing skills (City & Guilds 8975-25) or equivalent


	Willing to undertake further study specific to the service area


	Certificates at  interview

	Experience
	Accurate cash handling of large sums of money

Previous administrative experience

Previous experience of dealing with customer complaints in person and by telephone


	Experience with bereaved families


	References

Interview

Interview

	Special Requirements
	Must display a high level of empathy and patience and a caring sympathetic manner

Must be able to maintain concentration with frequent interruptions 


	
	Interview
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