

	Competency Based Job Profile Band 5-8 (June 2019)



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Place
	SERVICE GROUP: 
Bereavement Service

	POST TITLE: Cemetery Operative 
	REPORTS TO: 
Senior Bereavement Services Officer

	GRADE: Band 6
	SAP POSITION NUMBER : 


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
For posts where employees speak directly to members of the Public the post holder is required to demonstrate their ability to speak fluently in English.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  Please see the separate guidance information on how to complete the form located on Bradnet. 
	Key Purpose of Post: 

	To act as a skilled member of a team identifying, digging, constructing, preparing, attending, backfilling and maintaining graves.

To carry out other duties, generally within cemeteries, to include general grounds maintenance, soft and hard landscaping


	Main Responsibilities of Post: 

	1. Normally to be the nominated driver, with a C1+E licence for driving a vehicle up to 7.5 tonne with a towed trailer, taking responsibility for the vehicle and trailer combination.

2. Use of mini excavator to excavate up to 150 graves for full coffin burials together with 75 cremated remains and 75 communal grave interments per year in approved locations.

3. To ensure all activities carried out safely and in accordance with control measures specified within dynamic risk assessments whilst utilising a range of tools, plant, equipment and chemicals.

4. Occasional hand-digging and/or use of power tools to remove hard material/rock depending on ground conditions.

5. Making excavations safe using timber/metal shoring as appropriate. 

6. Constructing block/brick grave lining walls if required.

7. To carry out dressing of grave and immediate surrounds for funeral party.
8. Backfilling of grave to include surface finish as specified and continued maintenance.
9. To undertake a range of training courses and assessments to obtain all of the required skills and competencies within this job profile.
10. Grounds maintenance activity, as and when required such as: -  grass cutting using ride on and pedestrian controlled mowing equipment, basic flower/shrub bed maintenance and pruning, hedge cutting, weed spraying.

11. To carry out semi-skilled repairs to wall, flagged areas, surface water drains. 

12. Gritting & snow clearance within cemeteries. 

13. To apply appropriate communication skills to engage with Bereaved Families and Funeral Directors in an appropriate manner. 

14. To undertake a variety of administrative, monitoring and recording tasks including vehicle inspection/defect forms, time sheets, risk assessments, work monitoring and accident reports.

15. To deputise for the Chargehand when requested in their absence.
16. May be required to respond to unexpected and emergency situations including possible 24 hour call out duties. 


	Structure:

   











	Special Knowledge Requirement. Will be used for shortlisting. Max 10 

	
	Essential

	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column.
	

	Due to the Governments Fluency in English Duty for posts where employees speak directly to members of the public the postholder is required to meet the Lower threshold level.  
You should be able to demonstrate that you can use a wide range of simple words and a standard English sentence structure to express and maintain a flowing conversation even though you pause to think of the correct words with the ability to express and make yourself understood (this will also be tested during the interview).


	X

	Enhanced driving skills as evidenced by a current driving licence including parts C1+ E with a valid current CPC qualification


	X

	Skilled in use of 360 degree excavator operations as evidenced by certificate of competence from nationally recognised training body

	X

	Understands and applies working knowledge of health & safety legislation including dynamic risk assessment, control measures and safe working practices across a range of activities some of which carry high risk

	X

	Demonstrate ability to use powered hand tools and pedestrian controlled plant and machinery including pre-start safety inspection

	X

	Able to understand and complete basic paperwork such as vehicle inspection/defect forms, time sheets, risk assessments, work monitoring and accident reports.

	X

	Skilled in the shoring of excavations using standard metal shoring or bespoke timber frameworks within a confined space as evidenced by certificate of competence from nationally recognised training body

	X

	Knowledge and competence to build walls using brick or block materials within confined spaces as evidenced by certificate of competence from nationally recognised training body

	X

	Able to communicate appropriately and effectively with a range of contacts including funeral directors, the public and the bereaved

	X

	Please add up to five additional knowledge requirements specific to the post.
	

	Knowledge of the burial requirements for different faith based communities
	

	Knowledge of and competence in the application of herbicides 
	

	
	

	
	

	Relevant experience requirement: Will be used for shortlisting


	Essential

	The applicant is required to provide evidence of having previously spoken fluently to members of the public in order to meet the Lower threshold level outlined under Special Knowledge above.  


	Must have outdoor manual experience in general construction, building or hard landscaping work.
  

	At least one year’s post qualification experience of operating: -
· mechanical excavation equipment
and also

· driving trailer combinations covered by the C1+E licence


	Desirable

	Grave digging by hand or with machinery

Shoring Techniques
Brick/block laying
Use of horticultural machinery


	Relevant professional qualifications requirement: Will be used for shortlisting


	Desirable: -

· current driving licence allowing towing of trailers using vehicles up to 7.5 tonne (C1+E) and a current valid CPC qualification
AND

· certificate of competence to operate a mini excavator under the Construction Plant Competence Scheme (CPCS) or the National Plant Operators Registration Scheme (NPORS) or similar approved.
AND

· Nationally recognised certificate of competence in shoring and preparation of graves  


	Desirable but not essential for shortlisting: -

· NVQ II or equivalent building qualification

· Horticultural qualification, equivalent to NVQ level II



	Core Employee competencies to be used at the interview stage. 

	Carries Out Performance Management

	Covers the employee’s capacity to manage their workload and carry out a number of specific tasks accurately and to a high standard. 

	Communicates Effectively 

	Covers a range of spoken and written communication skills required as a regular feature of the job.  It includes exchanging information/building relationships; giving advice and guidance; counselling, negotiating and persuading and handling private, confidential and sensitive information.

	Carries Out Effective Decision Making 

	Covers a range of thinking skills required for taking initiative and independent actions within the scope of the job. It includes planning and organising, self effectiveness and any requirements to quality check work.

	Undertakes Structured Problem Solving Activity 

	Covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking; developing practical solutions; applying problem solving strategies and managing interpersonal relationships.

	Operates with Dignity and Respect 


	Covers promoting equality, treating all people fairly and with dignity and respect, maintains impartiality/fairness with all people, is aware of the barriers people face. 

	Working Conditions: 

 

	Will be occasionally required to work evenings, weekends and occasional Bank Holidays 
as required by the needs of the service.  
Will be required to carry out regular sustained levels of moderate/heavy physical activity 
across a range of terrains occasionally in confined spaces over a prolonged period, 
including regular exposure to inclement weather conditions
Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions.  

	Special Conditions: 

	Management require that the following checks be carried out as 

part of the recruitment process e.g. Medical screening to include Hand Arm Vibration


	

	Compiled by: JAS
Date: Nov 2021
	Grade Assessment Date: October 2022
(applicable from June 2021)
	Post Grade: Band 6


Bereavement & Amenity Manager





Bereavement Manager





Senior Bereavement Services Officer


Bradford





Senior Bereavement Services Officer Keighley





Bereavement Services Officers


4 no.








Cemetery Operatives 3.5 no.





Cemetery Operatives  


3.5 no.





Assistant Bereavement Services Officer


2 no.








Assistant Bereavement Services Officers


3no.








Bereavement Services Officers


3.5 no.
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