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        SOUTH-WEST MIDDLESEX CREMATORIUM BOARD

JOB DESCRIPTION

	ORGANISATION:  South West Middlesex   Crematorium  
	JOB TITLE 
GRADE:
	Administration Officer
Scale 5

	RESPONSIBLE TO:

	Office Manager   

	FUNCTIONAL CONTACTS:  
	EXTERNAL CONTACTS:  


	Crematorium Manager
Officer Manager

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 and maintain a high standard of administration service to the bereaved, which is reflected in excellent customer care, and well cared for facilities.
_____________________________________________________________
Duties:

1. To be responsible for the effective administration and quality of the crematorium service, with the support of the Office Manager.
2. Ensure that the administrative functions of the Crematorium are effective and appropriately administered.

3. Maintain effective information and quality management systems to ensure accurate records and information are stored appropriately.
4. To respond to customer queries in person, by telephone and by email, offering information, advice, and guidance to meet their needs whilst complying to the legislation, policies and procedures of the Crematorium.
5. To maintain and input financial records of all services/goods purchased by using the Crematorium’s Financial Software.
6. Maintain accurate records for income generation.
7. Ensure a positive image to customers and other individuals and organisations and promote the service by whatever means are appropriate and available.

8. Assist the Office Manager in arranging and attendance at Open Days and memorial services.
9. Assist the Office Manager with investigating and resolving any complaints arising from service delivery.
10. Cover in the absence of the Chapel Attendant their chapel duties and attend strewing of cremated remains appointments. (support and training will be given)
Equality of Opportunity

11. 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.

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

Health & Safety

13. To ensure compliance with Health and Safety Legislation. 

Employee Development and Appraisal

14. To undertake all relevant and compulsory training pertaining to the post. 
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.





