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REGENERATION AND ENVIRONMENT
JOB DESCRIPTION

POST TITLE:

Bereavement Advisor

GRADE:


Band 6

RESPONSIBLE TO:
Bereavement Services Manager
Overall Objectives of the Post:

To assist in the provision of an efficient and caring bereavement service by working as part of a team in a highly sensitive service area to provide effective administrative support and relevant advice applicable to the service provision for all aspects of the burial, cremation and memorialisation functions within the Borough.

Key Tasks of the Post:

1. You will provide administrative assistance for the Bereavement Service Section activities.  You will:
· Be able to utilise IT skills and enter data into computer systems and manual registers accordingly and accurately.

· Be responsible for the administrative aspects of the sale and transfer of Exclusive Rights of Burial, statutory documents relating to burial and cremation. 

· Be responsible for all administrative aspects of the cemeteries and crematorium’s memorial schemes.

· Be responsible for all administrative aspects of the service’s income. 

· Liaise with funeral directors, memorial stonemasons, members of clergy/celebrants, the public and volunteer groups in a professional manner.

· Observe reverence and respect at all times and ensure all information received is treated in the strictest confidence. 

· Set high standards of efficiency and accuracy at all times.

· Deal with correspondence relating to cemetery or crematorium functions.

· Be in attendance at team meetings etc. and take minutes when necessary.

2. You will be responsible for processing documentation.  You will:
· Book burials and cremations and maintain an accurate diary system.

· Analyse and process statutory documents relating to burial and cremation.

· Enter all relevant details into the computer systems and the appropriate statutory records and registers.

· Compile a programme of the following day’s burial and cremation services.
· Complete and return the necessary statutory disposal certificates to the relevant Registrar’s Office.

· Prepare legal documents for any grave where the ownership of the Exclusive Right of Burial is to be transferred.

· Analyse and process cemetery memorial applications and enter all relevant details into the computer systems.

· Issue cemetery memorial permits and monitor the installation and inspection of the memorials.

· Maintain records related to the safety testing of cemetery memorials.

· Analyse and process crematorium memorial applications, enter all relevant details into the computer systems and order the memorials.

· Raise weekly/monthly invoices relating to burials, cremations and memorials.

· Issue receipts for all cash income received.

· Balance all fees and cash registers weekly.  To compile income registers and banking statements. 

· Compile weekly/monthly/annual statistical data relating to funerals, memorials and income.
· Ensure information is accurate at all times.

3. You will be responsible for dealing with enquiries from members of the public, funeral directors and other agencies. You will:
· Provide advice to the bereaved and all other service users on matters relating to the service provision, in conjunction with the requisite legislation and the guiding principles of the Charter for the Bereaved.

· Deal with all enquiries and complaints with compassion, competence and tact at all times.

· Advise and settle telephone/email enquiries wherever possible.

· Assist in settling of enquiries made at reception wherever possible.

· Record any enquiries in accordance with Corporate Feedback Policy wherever necessary.

4.  
You will be responsible for making a contribution to the service.  You will:

· Understand the Service aims and objectives and how your role contributes to them.

· Assist in promoting the service under the aims of the ICCM’s ‘Charter for the Bereaved’ and to actively participate in benchmarking the Service.

· Assist in introducing any changes in appropriate legislation into the crematorium and cemetery service and maintain an awareness of the relevant market to identify suitable opportunities to develop the competitiveness of the service.

· Contribute to policy and procedural development in meetings with colleagues and management.

All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.
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