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 City of Bradford Metropolitan District Council Job Profile
	Reference Number
	TO BE COMPLETED BY JEGS / HR

	Role Title
	Case Management Officer

	Directorate
	Corporate Services

	Service Area
	Business Support, Coroner’s Office

	Reports to
	Coroner’s Services Manager




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.  

	Role Purpose 

	 To support the Coroner’s Services Manager on behalf of HM Senior Coroner in the delivery of a high quality Coroner Service to the people of the West Yorkshire Western division (the area covered by Bradford, Kirklees and Calderdale Councils) in accordance with related legislation, including the Coroners Act 2009. 
To be responsible for the provision of a confidential, efficient and professional case management service to the Senior Coroner and his Assistant Coroners for inquests, particularly jury inquests and other complex cases.
To undertake the duties of the Coroner’s Services Manager in his/her absence.
In particular this post has an impact on people through:
· Provision of a service to the bereaved public.
· Implementing Statutory Regulations.
· Provision of advice and guidance.



	Duties and Responsibilities

	To undertake the case management of files, including:

· Prepare the Coroner’s inquest files for court.  This is a task of considerable complexity that requires careful scrutiny and analysis of the file along with knowledge of medical and legal terminology.
· Proactively identify and reactively resolve issues relating to case files, liaising with the Coroner to agree action to be taken as appropriate.
· At the direction of HM Senior Coroner, organise Pre-inquest Review Hearings, liaising with Properly Interested Persons, Coroner’s Officers and other stakeholders. 
· Maintain detailed file notes of progress and action on cases.

To assist the Coroner’s Services Manager in devising and updating protocols and strategies in respect of change.  Measuring impact and evaluating its success, implementing improvements as required.

To create, maintain and enhance effective working relationships and communication with the Coroner and Assistant Coroners, Coroner’s Officers, Registrars of Deaths, Cemetery and Crematoria staff, members of the medical and legal profession and the judiciary, the Police, the Ministry of Justice and other partner and stakeholder organisations in order to achieve the successful delivery of the service. 

Arrange the rota of Assistant Coroners, ensuring adequate cover for the Senior Coroner during periods of annual leave etc.. 

On behalf of the Senior Coroner, allocate work to Assistant Coroners in line with operational requirements, understanding the complexity of the cases and matching them according to the skills and strengths of the individual Assistant Coroners. 


Manage the Coroners Database. This software is supported by a third party but requires customisation locally by experienced, nominated Administrators.

Assist the Coroner’s Services Manager with the management and development all other electronic and manual based office systems, instigating any changes to working practices highlighted by unusual, unanticipated and unexpected circumstances, or in line with new legislation. 

Assist the Coroner’s Services Manager with the mentoring and day to day guidance on operational issues to other members of the team, including new members of staff.

Deal with all complex enquiries received by post and email, ensuring they are resolved quickly and appropriately, meeting any deadlines. Take ownership of complex enquiries or highly charged situations by phone or in person. 

Work with the Coroner’s Services Manager to prioritise the team’s workload to ensure that service excellence and core values are maintained in line with the Ministry of Justice’s Acts and Regulations.

Act as an advice/information source in relation to cases brought under the Coroner’s jurisdiction, both current and archived, ensuring that data protection procedures are strictly observed.  

Organising the provision of copies of inquest files and other information required by Properly Interested Persons in accordance with the Coroners Allowances, Fees and Expenses Regulation 2013, calculating fees and ensuring that payment is made promptly.

Maintain an understanding of advances in the relevant technology environment.  Understand specialist external technical, medical, legal and procedural reports.  Ensuring that the office makes the best use of available technology and software products through research and development.

Use the SAP system to authorise and release payment of witnesses, jurors, etc and other miscellaneous expenditure associated with the Coroner’s service. Ensuring that payment for attendance at inquest by pathologists is logged for payment. Handling cash and cheques.

Management and monitoring of Deprivation of Liberty Safeguarding Authorisations (DoLS) cases and Summary Inquests and then listing them at a date to maximise best practice and the best use of court time.  

Responsibility for the timely provision of Coroner’s certificates to the Registrar of Deaths following inquests, ensuring that such information is correct in accordance with the Births and Deaths Registration Act 1953.

Liaise with the media regarding court sessions, particularly with regard to high profile cases. Maintain website content and organise updates to information as appropriate.

Analyse data and provide accurate statistical returns and other information, as required by law, to the Ministry of Justice and other agencies.

Compile and submit reports to outside agencies, e.g. the Railways Inspectorate, the Road Traffic Office and Drugs Agencies.

Mark and track histology cases for the Office of National Statistics.

Attend court as required to provide support to the Coroner, ensuring that recording systems and visual aids are operational prior to court sessions.  

Manage Treasure Inquests, liaising with the British Museum and allocating Treasure cases to a Coroner’s Officer. 

Supervising the maintenance of the Coroner’s Register of Deaths as required by the Coroners (Investigations) Regulations 2013.  

Assist with specific projects/reports, research, etc. as required. 

Attend regular meetings with the Senior Coroner.  Attend regular meetings with Coroner’s Officer Inquest Team.

To undertake any other duties commensurate with the grade and overall level of the post.

Generic Duties 
To demonstrate a commitment to carry out duties in the best interests of the Coroner’s Office, its clients, staff and other users, adopting the highest standards of customer service. 

To take responsibility for the reputation and image of the Coroner’s service both internally and externally.  

To practice good employee relations and act as a role model for new ways of working, listening and encouraging new ideas from others to enable all employees to make a valid contribution to the development of the service.

To assist the Coroner’s Services Manager with the implementation of all relevant policies, procedures and systems established by the Council, ensuring that other team members are aware of and observe Statutory and Council requirements.

To participate in in-service training and other training programmes as required, and maintain personal and professional development in order to meet the changing demands of the post.



	Dimensions of role (direct or indirect as applicable) e.g. total number of staff managed, total budget, total scope of role

	The post holder will be responsible to the Coroner’s Services Manager.

They will be expected to plan and arrange their own work according to the demands of the role and to assist the Coroner’s Services Manager in the prioritisation of work activity for the rest of the Coroner’s Team in accordance with the requirements of the Coroner’s Office. 

They will be expected to direct other staff/trainees within the Coroner’s Office, providing them with day-to-day support and guidance.

Responsibility for Assets/Materials etc.

Responsible for highly confidential and sensitive information relating to deceased people and their families, the disclosure of which could cause great distress to those involved and potential legal action against the Council.

Operate within the terms of Data Protection and Freedom of Information legislation.

Responsibility for the administration of electronic and computer systems used in the office including the bespoke Coroners Database and web site.

If this post has decision making responsibility outline its extent:

Expected to organise and manage own workload of a varying nature across a range of Coronial duties, working to strict deadlines with a high level of accuracy in an environment where priorities can quickly change.

Will make decisions on the interpretation and delivery of a range of Coronial issues, offering advice, guidance and support within agreed policies, procedures and legislation. This will involve exercising initiative and flexibility and sometimes dealing with complex and sensitive issues.

Make recommendations on the effectiveness of the systems and working practices used within the Coroner’s Office. 

Responsible for action on matters which require immediate attention.

Requirements of the role:

The nature of the work is highly sensitive, extremely confidential and emotionally challenging. 
Resilience and maturity to cope with daily exposure to the circumstances and images surrounding death.

Ability to communicate at all levels across the organisation and ability to develop and maintain collaborative working relationships with colleagues, giving advice and guidance, counselling, negotiating and persuading, and handling private, confidential and sensitive information.

Ability and aptitude to proactively troubleshoot to identify and investigate any problems which occur and execute remedies and preventative measures.  

Ability to operate with strategic awareness, working democratically, transparently and accountably in a joined up way with internal and external departments, taking a positive approach to contingency planning.

Ability to engage with distressed and sometimes irascible families, acting with dignity and respect and maintaining impartiality.  Ability to remain calm and sympathetic in highly charged situations. 

The role requires a range of thinking skills for taking initiative and independent actions within the scope of the job.  It includes planning and organising, self-effectiveness and ability to quality check work.

The role requires a range of analytical skills for gathering, collating and analysing the facts needed to solve problems.  It includes creative and critical thinking, developing practical solutions, applying problem solving strategies.

Contribute to the provision of leadership and management of the service to ensure achievement of key objectives in relation to efficiency, customer service and service standards, balanced with the demands of supporting bereaved families through a difficult and challenging period.

Aptitude to ensure that the benefits of new ways of working are maximised for the organisation.

Customers and Clients:

Bereaved families and other interested parties, Chief Coroner, Coroners and Assistant Coroners in other jurisdictions, Coroner’s Officers, West Yorkshire Police, Fire and Ambulance Services, Local Authority Officers and Councillors, Other Local Authority Departments, Members of the Public, Local and National Media, Ministry of Justice, Foreign and Commonwealth Office, Central Government, Voluntary organisations, Members of the Medical Profession, Solicitors and Barristers representing interested parties, Local Court Services, Registrars, Funeral Directors, Mortuary Services.
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Person Specification
	Knowledge / Skills / Experience required

	
· Knowledge of a Court setting and the protocols that exist.
· Knowledge of the role of a Coroner, Coroner’s Assistants and Coroner’s Officers.
· Knowledge of the tasks and work carried out within a Coroner’s Office and of the Coroners and Justice Act 2009 and Human Tissue Act 2004.



	Key benchmarked competencies, traits and motives required to successfully deliver the role  These will support recruitment, succession planning, development and performance management 
	Essential

	Health and Safety
	Uses knowledge of Health, Safety policies, procedures and regulations including risks in own area of work
	X

	IT Packages
	Uses a range of complex IT packages relating to area of work
	X

	Service Improvement
	Ability to adopt a process of continual improvement and suggest ways of working more efficient and effectively to improve service delivery
	X

	Continued professional Improvement
	Carries out a variety of working practices, applies complex regulations, rules, procedures and processes across a technical /specialist area
	X

	Communication
	Knows and understands how to use, interpret, handle and communicate, often complex and detailed information, and relay it to service users/stakeholders in writing and/or over the telephone / face to face.

	X

	Numeracy & Literacy
	Demonstrates a high level of numeracy, literacy and accuracy across a range of activities
	X

	Relevant Professional Qualification
	A minimum of 3 years working in a Council or Coroner’s Office or similar large complex organisation delivering customer service.

NVQ Level 4 in Management or equivalent qualification or 5 years relevant experience in a large complex organisation.
	X

	Carries out performance management
	Covers the employees’ capacity to manage their workload and carry out a number of specific tasks accurately and to a high standard.
	X

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

	X

	Carries Out Effective Decision Making
	Covers a range of thinking skills required for taking initiative and independent actions within the scope of the job.  This includes planning and organising, self-effectiveness and any requirements to quality check work.
	X

	Undertakes Structured Problem-Solving Activity
	Covers a full range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. This includes creative and critical thinking, developing practical solutions, applying problem solving strategies and managing interpersonal relationships.

	X

	Operates with Dignity and Respect 
	Covers treating everyone with respect and dignity, maintains impartiality/fairness with all people, is aware of the barriers people face.

	X

	Practices Appropriate Leadership 
	Our managers motivate their staff to exceed expectations through raising their awareness of goals and moving them beyond self-interest for the sake of the team or service. They consider serving the District in all that they do.

	X

	Operates with Strategic Awareness
	Our managers work with corporate priorities and policies in a joined up way with others, internally and externally. Works democratically, transparently and accountably.

	X

	Delivering Successful Performance 
	Our managers monitor performance of services, teams & individuals against targets & celebrate great performance. They promote the District’s vision & work to achieve Council’s values & agreed outcomes.

	X

	Applying Project and Programme Management 
	Our manager’s work to ensure that outcomes and objectives are achieved within desired timescales, make best use of resources and take a positive approach to contingency planning

	X

	Developing High Performing People and Teams 
	Our managers coach individuals and teams to achieve their potential and take responsibility for continuous improvement. They champion the Council’s values and goals.

	X


	
	Applicants with disabilities are only required to meet the essential special knowledge requirements (clearly marked)

	
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).






	Completed by:

	Sarah Wimbles 
	Date:
	20/01/2026

	Quality checked:

	
	Date:
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