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PERSON SPECIFICATION
POSITION NUMBER:

	JOB TITLE
	GRADE
	DIRECTORATE
	LOCATION

	Bereavement Services Officer 
	Grade 3B
	Place
	Agecroft Cemetery(Post holder to be based at varying Cemetery offices as required) 


NOTE TO APPLICANTS
Whilst all criterion below are important, those under the Essential heading are the key requirements.  You should pay particular attention to these areas and provide evidence of meeting them.  Failure to do so may mean that you will not be invited for interview.

















 (*See grid overleaf)

	ESSENTIAL

CRITERIA
	NECESSARY REQUIREMENTS - SKILLS, KNOWLEDGE, EXPERIENCE ETC.
	* M.O.A.

	1.
	Demonstrable technical operational ability in relation  to both the cremation and burial service
	A, I, C

	2.
	Demonstrate previous experience with Bereavement Services including knowledge of cremation and burial administration, law and operations.   
	A, I, P

	3.
	Must hold or be prepared to study for the ICCM diploma in Cemetery & Crematorium Management. It is

essential that this course of study is completed in specific timeframe.
	A, I, P

	4
	Demonstrate the ability to accurately undertake basic financial and numerical calculations.  
	A, I

	5
	Demonstrate an ability to be sensitive to the needs of bereaved clients, a commitment to and understanding of the importance of customer care and the ability to recognise the needs of different customers/clients.
	P,I

A

	6
	Good IT skills and experience of using a range of MS applications (Word, Powerpoint, Excel)
	A, I

	7.
	Demonstrate an ability to communicate effectively both in writing and verbally using where necessary appropriate technology to develop and gain support within the organisation and with a range of external bodies.
	P, A, I

	8.
	Flexibility to work at different locations within Bereavement Services.
	I, A

	9.
	Provide evidence of an ability to manage a varied workload utilising self organising skills.
	A, I, P

	10.


	Demonstrate the ability to lead and manage a team of staff with varied skills to deliver the many functions of the Bereavement Service.
	A

I

	11.


	This post requires you to travel within the City on a regular basis.  You must have a driving licence valid in the UK or satisfy the Council that you can make acceptable alternative arrangements.  
	A,C

	12.
	Ability to identify pragmatic solutions to organisational problems.
	A, I

	13.
	Ability to interpret data and prepare reports for senior officers.  
	I, A

	14.
	Demonstrate evidence of an understanding of health and safety legislation and experience of implementation of Codes of Practice and Risk assessments.
	A, I

	DESIRABLE

CRITERIA
	NECESSARY REQUIREMENTS - SKILLS, KNOWLEDGE, EXPERIENCE ETC.
	* M.O.A.

	1.
	ILM Level 3 Diploma in Management or equivalent 
	C, A

	2.
	Holder of the Institute of Cremation and Cemetery Management diploma modules or Federation of Burial & Cremation Authorities qualifications.
	A, C

	3.
	Previous experience of budget management and control.
	I, A

	COMPLETED BY
	DATE
	APPROVED BY
	DATE

	Barry Ellis
	July 2018
	
	


METHOD OF ASSESSMENT (* M.O.A.)

A = APPLICATION FORM,   C = CERTIFICATE,   E = EXERCISE,   I = INTERVIEW,   P = PRESENTATION,  T = TEST,    

AC = ASSESSMENT CENTRE
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