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        SOUTH-WEST MIDDLESEX CREMATORIUM BOARD

JOB DESCRIPTION

	ORGANISATION:  South West Middlesex   Crematorium  
	JOB TITLE 
GRADE:
	Office Manager
PO1

	RESPONSIBLE TO:

	Crematorium Manager   

	DIRECTLY RESPONSIBLE FOR: 

Service Team Leader

Head Gardener

Medical Referees   
	INDIRECTLY RESPONSIBLE FOR:  
Crematorium Technicians 

Administrative Officers 

Gardeners 



	FUNCTIONAL CONTACTS:  
	EXTERNAL CONTACTS:  


	The Board's Honorary Officers

Crematorium Staff
	Elected Members of the Board, 

Funeral Directors/employees, Medical Referees, Clergy, Organists, NHS Trusts, General Public, Contractors/Suppliers, Neighbouring Crematoria, Institute of Cemetery and Crematorium Management, Trade Union Officials, Employment Agencies, Job Centres, Advertising Agents, Training Organisations, Government Agencies


Key Accountabilities:

1. To provide a high standard of service to the bereaved, which is reflected in excellent customer care and well cared for facilities. 

2. To provide a Crematorium service which meets with legislative requirements and service objectives set and agreed by the Joint Board, having due regard to the sensitivity of the service.

3. To assist and deputise for the Crematorium Manager in preparing reports and ensuring all duties carried out comply with Health and Safety Legislation, Cremation Law and Industry recognised standards.  

________________________________________________________________
Duties:

1. To be responsible for the effective management and quality of the crematorium service, in liaison with the Crematorium Manager. 

2. Deputise for the Crematorium Manager in their absence.
3. Manage the operation of the Crematorium Office which includes a team of three administrators.  

4. Ensure that the administrative functions of the Crematorium are effective and appropriately administered.
5. To obtain optimum performance in service delivery through the effective recruitment and motivation of employees by assisting the Crematorium Manager in preparing and developing job advertisements, short-listing, interviewing, and following up references before employment commences.
6. Management of all staff performance in liaison with the Service Team Leader and Head Gardener.
7. Consult with customers and contacts by appropriate means to gather their views on the service performance and needs and provide data to the Crematorium Manager for reporting purposes.
8. To maintain effective information and quality management systems to ensure accurate records and information are stored appropriately.
9. To respond to customer queries, offering information, advice, and guidance to meet their needs whilst complying to the legislation, policies and procedures of the Crematorium.
10. To maintain financial records of all services/goods purchased by using the Crematorium’s Financial Software.
11. Maintain accurate records for income generation and financial management. 

12. To assist the Crematorium Manager in the development, implementation and monitoring of, risk assessments, polices, practices and procedures to ensure the crematorium service reflects best practice.

13. To assist the Crematorium Manager to continually develop excellence of achievement through The Green Flag Award and The Gold Standard Award through The Institute of Cemetery and Crematorium (ICCM).  

14. To ensure a positive image to customers and other individuals and organisations and promote the service by whatever means are appropriate and available.

15. To assist the Crematorium Manager in arranging and attendance at Open Days and memorial services.
16. Attend all project meetings with the Crematorium Manager and external agencies in respect of the needs of the service during the project planning and works.
17. To assist the Crematorium Manager with investigating and resolving any complaints arising from service delivery.
18. Take joint responsibility with the Crematorium Manager for security of the site – be a keyholder, crematorium open 365 days a year – Crematorium Manager main contact for all emergencies 24 hrs.

Equality of Opportunity

19. To undertake all duties and interactions with employees, partner providers and customers fairly, without unlawful discrimination and with due regard to Diversity and Equality in Employment and Service Delivery.

20. To maintain a working environment in which diversity is respected and responded to, and equality of opportunity is promoted.

Health & Safety

21. To ensure compliance with Health and Safety Legislation. 

Employee Development and Appraisal

22. To undertake all relevant and compulsory training pertaining to the post. 
23. To ensure that the administration team, Service Team Leader and Head Gardener receive appraisal and all future training needs are met.
24. To establish, agree and monitor performance goals for the administration team, Service Team Leader and Head Gardener.

These are the key tasks as currently defined.  They are not listed in priority order and the postholder should not place emphasis on the location of the task within the foregoing job description.  From time to time the key tasks may be varied and the postholder will be expected to take on such variations within the constraints of the grade and the level of responsibility implied in it.





