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REGENERATION AND ENVIRONMENT
PERSON SPECIFICATION

POST TITLE:
Bereavement Advisor
GRADE:

Band 6
	

	ESSENTIAL


	DESIRABLE
	METHOD OF ASSESSMENT



	Educational Attainment


	· NVQ Level 3 in Business Admin or equivalent


	· ICCM Cemetery or Crematorium Certificate

· ICCM Granting and Transferring of Exclusive Right of Burial course

· Manual handling training

	· Application form

· Certificates



	Work Experience


	· Significant experience within a very busy office environment

· Significant experience of using Microsoft Office

· Experience of dealing with customers both face to face, by email and over the telephone

· Cash handling and bookkeeping experience

· Experience of raising orders, invoices and receipts
· Experience of political sensitivity 
· Experience of working with stakeholders, suppliers and other partners outside the organisation

· Experience of working within a political environment
· Experience of gaining new business and developing new income streams

	· Experience of working with a Bereavement Services department
	· Application form

· Interview

· References

· Written Test



	Knowledge/

Skills/

Aptitudes


	· Knowledge/experience of dealing with the bereaved and relevant legislation in relation to burial, cremation and memorials

· High levels of accuracy and attention to detail

· Able to advise families on sensitive, emotive or contentious issues with sensitivity and care
· Excellent written and verbal interpersonal and communication skills

· Excellent organisational skills

· Excellent and efficient IT skills

· Awareness of confidentiality issues with Data Protection and Freedom of Information Acts

· Proficient in the formulation, manipulation and use of data and information

· Able to prioritise and manage multiple work steams


	· Knowledge of BACAS computer booking system or equivalent
	· Interview
· References

· Written Test



	Disposition


	· Able to supervise colleagues and external partners where appropriate
· Able to work independently, without supervision and using initiative 
· Able to motivate self and others

· Able to work under pressure and remain calm in difficult situations

· Able to work as part of a team

· Able to develop positive client/customer relationships
· Flexible approach to work

· Committed to the principles of equality and diversity

· Personal and professional demeanour
· Committed to on-going professional development and learning

	
	· Interview
· References



	Circumstances


	· Prepared to work outside of normal office hours (weekends, bank holidays etc.)

· Baseline security clearance


	· Full current driving licence or access to a means of mobility support 

	· Application form

· Interview

· Basic check
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