
Job Description                                                          
	Post title

	Crematorium Attendant

	Job Evaluation

	N10822

	Grade

	6

	Service

	Neighbourhoods & Climate Change

	Service area

	Environment – Neighbourhood Protection

	Reporting to

	Bereavement Services Manager & Registrar

	Location

	You will be required to work at Durham/Mountsett Crematoriums

	Disclosure and Barring Service (DBS)

	This post is not subject to a Basic/Standard/Enhanced Disclosure

	Flexitime

	This post is not eligible for flexitime

	Politically restricted

	This post is not designated as a politically restricted post in accordance with the requirements of Section 1(5) of the Local Government and Housing Act 1989 and by regulations made from time to time by the Secretary of State



Description of role

To assist in the provision of a sympathetic service to the bereaved, clergy, funeral directors and visitors and ensure that an atmosphere of dignity and the highest possible ethical standard is maintained at all times providing the role of crematorium attendant, chapel attendant as and when required.  You will also carry out grounds maintenance/gardening duties associated with the crematorium.
Duties and Responsibilities

1. 	To work as part of a team, in the completion of the day-to-day tasks allocated.

2.	To ensure that all plant and materials allocated are utilised effectively.

3.	To ensure that all cremations are carried out in accordance with the Environmental Protection Act and the Guiding Principles of the Charter for the Bereaved or Code of Cremation Practice.

4.	To receive all cremations and to ensure that the service is properly conducted.

5.	To receive and assist Ministers, Funeral Directors and Mourners.

6.	Check correct identity of coffins prior to accepting responsibility at the chapel entrances. 

7.	Monitor services via closed circuit television and provide recorded music and committal at appropriate times.

8.	To ensure that all plant and equipment is kept in correct working order and to liaise with manufacturers/contractors as appropriate.

  9.	Assist with the transfer of coffin from catafalque to committal room.

10.	To carry out necessary checks before cremation on identification, documentation etc.

11.	Removal of metal objects from ashes remains.

12.	Inspect, tidy and arrange flowers in chapel between services and maintain stocks of clean vases ready for visitors to chapel or Book of Remembrance.

13.	To ensure that the book of remembrance is properly maintained.

14.	Charge cremators as required and supervise and carry out cremations.

15.	To be responsible for the operation of the cremators.

16.	To regularly check the cremators for any remedial action and to ensure that such action is carried out.

17.	To ensure that cremations and disposal of remains are carried in accordance with existing legislation and advice, also as per the requirements of relatives.

18.	Complete administration relating to cremated remains to ensure all cremated remains are correctly identified, stored and disposed of in accordance with the Cremation Regulations 1902 & 2008.

19.	Storage of ashes prior to disposal as required.

20.	Scatter and/or inter ashes remains in accordance with the instructions received from the Registrars.

21.	Inspect, tidy and arrange flowers in chapel between services and maintain stocks of clean vases ready for visitors to Book of Remembrance.

22.	 Carryout cleaning, maintenance duties and ground maintenance in and around the Crematorium complex.

23.	Scattering or burying of ashes when no mourners present and when mourners are present.

24.	Packing of ashes for despatch.

25.	Minor clerical work concerned with recording of cremation times, disposal of ashes, fuel consumption, materials etc.

26.	Cleaning of chapel cremator room and surrounding areas.

27.	Observing all safety and/or security precautions.

28.	Working in conjunction with the Site manager to ensure that the building is free of visitors and securely locked at the end of each working day.

29.	To ensure that the crematorium is maintained to a high standard including the washing and polishing of public areas between services as necessary.
30.	Ensure all cremations are now undertaken using new computer technology, therefore skills to interrogate information on screen constantly in order to take the correct information from this and to act accordingly to rectify any issues.

31.	Carry out routine maintenance which require climbing large step ladder & cleaning out waste produce from cremation making sure of no blockages with use of equipment specifically designed for purpose.

32.	Routine maintenance of cremators.

33.	Responsible for carrying out numerous safety checks before and during the cremation process.

34.	Responsible for million-pound worth of specialized machinery i.e. cremators, gas coolers which require constant maintenance (cleaning)hazardous waste from the dozing system/mercury abatement plant.

35.	Assist with the undertaking of general horticultural duties in the crematorium and cemetery grounds.

36.	To ensure the proper disposal of flowers remaining following the cremation service.

37.	Daily having to work out of normal hours.

38.	Managing of memorial leases, taking orders for memorials and liaising with masons and manufacturers of various memorial products, ensuring that all purchased memorials are satisfactory and well fitted.

39.	Maintaining Plotbox records in relation to memorials as well as maintaining the spreadsheet regarding the location of plaques, vase blocks, and Niche/Vaults.

40.	To have appropriate technical skills to correctly fit plaques to masonary, metal and wood to the satisfaction of customers.

41.	Knowledge of remedial methods in order to repair and renew plaque appearances etc.

42.	To have a working mathematical knowledge and enough excel skills in order to interrogate the financial spreadsheet to enable the balancing of weekly takings and amend any irregularities.

43.	Liaise with DCC accountants and carry out instructions given by the same officer.

44.	Chasing up late payments or amending payments made in error via liaising with Funeral directors, customers, solicitors and financial organisations in order to keep financial records in order.

45.	Responsibility for security of allocated depots i.e. key holder, as well as alarm call outs.

46.	Undertake further training as and when required in order to be updated and familiar with all aspects of maintaining crematoria.

47.	Requirement to have the F.B.C.A. Training and examination certificate for crematorium technicians or willingness to work towards.

48.	To be willing to work outside normal working hours in order to complete given tasks and agree to take part in weekend rotas etc, and on agreement that all extra hours will be paid overtime rates.

49.	The completion of timesheets and other relevant forms during daily operations.

Organisational Responsibilities
Values and behaviours
To demonstrate and be a role model for the council’s values and behaviours to promote and encourage positive behaviours, enhancing the quality and integrity of the services we provide.

Smarter working, transformation, and design principles
To seek new and innovative ideas to work smarter, irrespective of job role, and to be creative, innovative and empowered. Understand the operational impact of transformational change and service design principles to support new ways of working and to meet customer needs.

Communication
To communicate effectively with our customers, managers, peers and partners and to work collaboratively to provide the best possible public service. Communication between teams, services and partner organisations is imperative in providing the best possible service to our public.

Health, Safety and Wellbeing 
To take responsibility for health, safety, and wellbeing in accordance with the council’s Health and Safety policy and procedures. 

Equality and diversity
To promote a society that gives everyone an equal chance to learn, work and live, free from discrimination and prejudice and ensure our commitment is put into practice. All employees are responsible for eliminating unfair and unlawful discrimination in everything that they do.
 
Confidentiality
To work in a way that does not divulge personal and/or confidential information and follow the council’s policies and procedures in relation to data protection and security of information.

Climate Change
To contribute to our corporate responsibility in relation to climate change by considering and limiting the carbon impact of activities during the course of your work, wherever possible.

Performance management
To promote a culture whereby performance management is ingrained and the highest of standards and performance are achieved by all. Contribute to the council’s Performance and Development Review processes to ensure continuous learning and improvement and to increase organisational performance.

Quality assurance (for applicable posts)
To set, monitor and evaluate standards at individual, team and service level so that the highest standards of service are delivered and maintained. Use data, where appropriate, to enhance the quality of service provision and support decision making processes.

Management and leadership (for applicable posts)
To provide vision and leadership to inspire and empower all employees so they can reach their full potential and contribute to the council’s values and behaviours. Managers and leaders must engage in personal development to ensure they are equipped to lead transformational change; always searching for better ways to do things differently to meet organisational changes and service priorities.

Financial management (for applicable posts)
To manage a designated budget, ensuring that the service achieves value for money in all circumstances through the monitoring of expenditure and the early identification of any financial irregularity.

The above is not exhaustive and the post holder will be expected to undertake any duties which may reasonably fall within the level of responsibility and the competence of the post as directed by your manager.
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Person Specification

	Attributes
	Essential
	Desirable

	Qualifications






	
· Manual moving and handling
· Educated to GCSE grades 9-4 or Grades A*-C
· Willingness to train.
· Full driving licence and access to a car

	
· Health and Safety Certificate
· An ICCM or FBCA Crematorium technician certificate qualification.
· Current First Aid Certificate
· Manual Moving & Handling Training
· Customer Care training
·  
· Relevant qualification in amenity Horticultural 
· Spraying certificates PA1 and PA6A


	Experience






	
· Working in an outdoor environment
· Customer care
· Working as part of a team
· Manual Moving & Handling 
· Working with members of the public
· Working in as stressful environment

	
· Substantial experience working in an amenity environment



	Skills and Knowledge 






	
· Good communication skills (written & oral) 
· Customer care
· Ability to carry out instructions in a safe competent manner
· Ability to input data onto spreadsheet
· Health & Safety awareness
· Knowledge of crematorium workings
· Office procedures
· Health and Safety Issues
· Vision Statement
· Be able to work either alone for long periods or in a team and meet deadlines
· ICT skills for example word, power point excel and e mail management


	
· Cremation Act, EPA Act
· Joint Committee structure/workings



	Personal Qualities






	
· Flexible attitude to work
· Commitment to Quality customer service/service delivery.
· Commitment to Health and Safety
· Willingness to undergo further training
· Team orientated
· Present a professional and confident image
· Be assertive, show initiative
· Be enthusiastic and self-motivated
· Interpersonal skills
· Ability to demonstrate high standards of performance
· Ability to work as part of a team
· Commitment to customer care
· Effective communicator
· Thorough understanding of bereavement process
· Problem Solving
· Able to work weekends
· Able to work late at short notice
· Committed to implement and uphold the Councils and Central Durham Joint Committee policies
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