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REGENERATION AND ENVIRONMENT
JOB DESCRIPTION

POST TITLE:

Bereavement Services Manager
GRADE:


Band 9
RESPONSIBLE TO:
Senior Manager Asset Management
RESPONSIBLE FOR:
Cemeteries and Crematorium staff
Overall Objectives of the Post:

To manage, control and develop Bereavement Services in order to provide an effective and efficient service for the disposal of the deceased in line with statutory legislation and Council objectives.  To provide leadership to drive the services forward and develop new delivery models to retain and maximise quality, reduce cost and increase income levels. 
Key Tasks of the Post:

1.
You will deliver a high quality, customer-focussed service.  You will:

· Manage, control and review the cemeteries and cremation service ensuring that output and quality of work is to the required standard and consistent with Council objectives.

· Ensure that all services, burials and cremations are carried out in line with statutory and legal requirements and within the expressed wishes of the bereaved or their representatives.

· Manage the Crematorium in accordance with the Environmental Protection Act 1990; Cremation Acts and Cremation regulations (as amended).  To interpret statutory legislation, recommending changes to systems of working where appropriate, and ensure statutory requirements for burial and cremations are followed.

· Manage the issuing and signing of deeds where appropriate relating to Rights of Burial and Purchase of Graves and Memorials.

· Act as the Burial and Cremation Authorities appointed registrar in accordance with the requisite legislation.

· Ensure the accuracy of medical and other documentation prior to cremation and liaise with Medical Referees, to ensure that all statutory requirements have been met, prior to issuing Authority to Cremate.

· Oversee the design of grave memorials as well as the implementation and development of all forms of grave and crematorium memorialisation.

· Undertake standby duties and respond to emergency call out, as required.

· Prepare reports for committees and senior management and attend meetings when required including responding to requests from the media relating to the cemeteries and crematorium service.

· Promote and maintain a healthy and safe environment for all interested parties. 

· Implement systems for the regular checking of the safety of memorials and that works carried out comply with NAMM code of practice.

2.
You will be responsible contributing to a great team.  You will:

· Be responsible for keeping colleagues and management well informed so that work is co-ordinated and integrated across the team.

· Build a valued, confident and innovative team that is involved and empowered to make decisions.

· Make sure that your team understands how it is assessed and manage performance accordingly.

· Be responsible for the appointment, management, performance, motivation, training and development, deployment, supervision, discipline, health, safety and welfare of all employees in accordance with Council policies and procedures.

· Assist in the promotion of Equal Opportunities as it relates to Sustainable Communities particularly in relation to service delivery, employment practices and eradication of all forms of discrimination.

· Maintain good Industrial Relations, carry out agreed procedures and consult Trade Union Representative, as required.

3.
You will be responsible for establishing the right partnerships to deliver high quality products and services.  You will:
· Ensure, by developing positive links within the community, funeral directors, clergy and clients, and other local authorities that their views are represented in policy formation.

· Demonstrate total professionalism, propriety and value diversity.

4.  You will be responsible managing a Work Programme.  You will:

· Manage and oversee administration of all functions of the Service to include compilation and retention of statutory cremation records and documents and statutory and non-statutory burial records.

· Ensure strict budgetary monitoring and control in line with directorate guidelines across the whole service area.

· Develop strategies for the improvement of services and effective financial arrangements where it is appropriate to do so, including marketing and promotion of the Service.

5.
You will be responsible for making a corporate contribution.  You will:
· Positively contribute to the preparation, implementation and monitoring of appropriate strategies and service plans. 

· Develop sound working relationships with external partners and share expertise and skills for the benefit of the Council 

· Develop bids for external funding streams through various sources, including Central Government departments.
· Participate in multi-disciplinary teams as may be required to achieve the Council’s corporate objectives. 

· Meet regularly with the Senior Manager Asset Management to advise, discuss and consult on work requirements, objectives, priorities and deadlines.  

· Formally represent the service at meetings, events, seminars and forums, and promote the wide range of services offered to residents, partners and businesses.

· Liaise with other senior offers, such as the Head of Asset Management and other Heads of Service, where appropriate.
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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