	POST  TITLE:
	Clerical Officer 

	DEPARTMENT:
	Operations & Neighbourhoods 
	Service
Bereavement & Operations

	POST  NO:
	
	HOURS:  36

	PURPOSE  OF  POST: 

To provide clerical support to the Head of Service, Operations Manager, Registrars and Pest Control Officers, by inputting large amounts of data and dealing with the public in person, by telephone and email and responding to a range of other enquiries in a very sensitive area of work.  To order goods and services as and when required and to support bereaved families in ordering memorials and carrying out genealogy research.


	KEY  TASKS:

Main duties include:

1. To book funerals and arrange memorialisation for all cemeteries and crematorium ensuring compliance with statutory requirements and to produce and maintain records as necessary.
2. To deal with letters, emails, telephone and personal enquiries and provide a high standard of service at all times.

3. To support bereaved families in the decisions and purchase of a variety memorials.

4. To input data into the specialist Cemetery & Crematorium Databases and other computer based systems, providing the Head of Service with routine reports and other relevant information.

5. Maintain appropriate supplies of stationary and other requisites to facilitate the efficient operation of the service.

6. To order good and services as and when requested

7. To deal with Invoices, contracts and work orders/instructions in relation to Pest Control and Dog warden issues and file documents as requested. . 

8. To ensure that all financial transactions comply with the Council’s Financial Regulations.
9. To comply with the requirements of the Health & Safety at Work Act, associated regulations and the Council’s Safety Policy.
10. To carry out such other duties as reasonably correspond to the general character of the post and are commensurate with its level of responsibility



	

	CONTACTS:


· Head of Service

· Registrars

· Members of the public 

· Funeral Directors, 
· Memorial Masons,
· Clergy

· Cemetery/Crematorium Staff & Operatives

· Pest Control Officers 

· Dog Warden 



	

	RELATIONSHIP  TO  OTHER  POSTS  WITHIN  THE  DEPARTMENT:

	Supervision given to: 


N/A


	Supervision received from: 
      Registrars and Pest Control Manager 



 

	

	

	EXPERIENCE, EDUCATION, SPECIAL QUALIFICATIONS AND TRAINING REQUIREMENTS:



	See Job Specification.



	

	

	CONTROL  OF  RESOURCES  (HUMAN, FINANCIAL, MATERIAL):



	Will be expected to place orders goods and services and to receive income and issue receipts to customers. 

	

	
	
	

	Prepared: 
	Date: 1/3/2017
	Initials:  MG

	
	
	

	Reviewed: 
	Date: 
	Initials:  

	
	
	

	

	


TAMESIDE METROPOLITAN BOROUGH COUNCIL

OPERATIONS & NEIGHBOURHOODS

PERSONNEL SPECIFICATION

SERVICE UNIT:
BEREAVEMENT SERVICES & OPERATIONS

JOB TITLE:
             CLERICAL OFFICER 

	Personal Requirements of a Successful Post holder
	Category

	1. Education Standard/Qualification/Membership of Professional Institutions (indicate grade)         


Minimum Level 2 qualification in literacy (i.e. GCSE English at A/C  -4-9)/ any other L2 or higher qualification) or equivalent relevant experience in a clerical role.
	E

	2.
Specialised Training

             Member of Institute of Cemetery and Crematorium Management


	                      A

	3.
Experience

             Funeral/Cremation Procedures


Clerical experience

             IT Literate


Dealing with members of the public in emotional situations


	A

E

E

E

	4. Key Skills      

                   Ability to communicate sensitively and effectively in writing, by 

                   telephone, email and face to face with colleagues, members of

                   the public and external agencies.


      Oral communications/interpersonal skills


      Clear/legible handwriting

                   Able to work under pressure

      Ability to work as a team member

                   Flexible approach to working hours

                   
	E

E

E

E

E

E



	5.
Key Knowledge

Cemetery and Crematorium Practices

             Willingness to undertake training in the Management of 

             Cemeteries and Crematoria

             Experience of office environment



	D

A

E



	6.
Key Aptitudes and Personal Qualities

Kind, sympathetic, reverent manner


Smart/clean appearance

             Accuracy and attention to detail



	E

E

E




For Information

	Category E
	ESSENTIAL REQUIREMENT without which the candidate would be unable to carry out the duties of the post.

	Category D
	DESIRABLE FEATURES which would normally enable the successful candidate to perform the duties and tasks better and more efficiently than one who did not have the qualifications, training, experience, etc.

	Category A
	ADDED VALUE features which would contribute to the post holder’s overall ability and understanding of the duties and tasks involved and would possibly enhance their prospects of promotion due to wider experience, etc.
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