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	Competency Based Job Profile Band 5-8 Sept 16



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Place
	SERVICE GROUP: Sport & Culture

	POST TITLE: Bereavement Services Officer (Operational Finance) 
	REPORTS TO: Senior Bereavement Services Officer

	GRADE: Band 8
	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.  
	Key Purpose of Post: 

	The provision, management and administration of an efficient, effective, and caring service for burials and cremations within the City of Bradford District, ensuring compliance with all legal statutes

To provide comprehensive operational finance support as the designated area of specialist activity.



	Main Responsibilities of Post: 

	1. Working under own initiative, personally manage the arrangements for up to 500 burials and/or cremations annually, including taking and recording bookings electronically within the service database to ensure appropriate charges are raised (equivalent to £400,000 income arising from activity levels of each BSO)
2. Working under own initiative, carefully processing some 500 sets of necessary paperwork for accuracy in line with statutory legislation, often researching through heavy grave owners and interment ledgers and ensuring all cremation documentation is prepared and available in a timely manner for informed approval by the Medical Referees.
3. Working with minimal supervision, provide all aspects of operational finance support using SAP and associated financial systems to: -
· raise requisitions, receipt goods and process invoices through IMS – Invoice Management System. 

· maintain supplier lists, monitor spend and advise on procurement protocols.

· process journal transfers

· process payments, set up external vendors, raise miscellaneous payments, reconcile banking/income to SAP and to Epilogue

· raise invoices, request new customers and keep existing customer data up to date

4. Support the management team in the letting and operation of contracted services, including grave digging and memorial maintenance, raising any necessary competition exception authorities.   Co-ordinate and monitor contract documents, including invoices, and advise on contract renewals.

5. Working with minimal supervision, process overtime and other payments for front line staff on SAP. 
6. Apply high levels of discretion and aptitude when dealing with a wide range of confidential information including personal records, cremation certification, grave and interment details, disclosure of which could embarrass the Authority and be in breach of the Data Protection Act and Statutory Legislation relating to burials and cremations

7. Often working alone on sites with challenging terrains, difficult ground conditions and in all weathers, identify graves to be excavated, carry out and record an initial Risk Assessment for grave digging, ensure graves are excavated to the correct specification and inspect backfilled grave for suitability of reinstatement.  The pre-inspection of excavated graves will often require the lifting and possible removal of reasonably heavy grave cover boards in difficult ground conditions and often alone.

8. Attend funerals as the burial authority in all weathers to both confirm legality of burial and to resolve any issues or queries from bereaved families or funeral directors.  Demonstrate high levels of tact, initiative and diplomacy to all involved in this highly sensitive situation to protect and enhance the Council’s reputation.
9. Regularly receive and process enquiries by phone, in person or in writing from members of the public, the bereaved, funeral directors and councillors ensuring a sensitive and sympathetic approach, only referring issues with a service wide impact to more senior managers.

10. Carry out regular and recorded safety checks to identify potential public safety risks in any of the Councils 24 cemeteries to include safety inspection of memorials in accordance with the service’s memorial management schemes in all cemeteries and 45 closed churchyards. Take necessary actions to remove/isolate any immediately dangerous issues.   

11. Administer and promote the sale of memorials and other services including the undertaking of genealogical searches on behalf of the general public. Monitor, control and enforce where necessary the permissions for erection of memorials.

12. Liaise with, monitor and instruct other service providers and contractors working within cemeteries on grounds maintenance, memorial erection, infrastructure and property repairs.  Infrequently, source contractors in conjunction with manger but regularly place orders and pass invoices for payment within agreed limits.
13. Receive and process payments made, including cash, in accordance with financial regulations and act as a Key Holder for main offices and crematoria, assisting with the responsibility for the security of the buildings and contents.   
14. Assist in the Crematoria as required carrying out either front of house duties or cremation operations, if qualified, in accordance with legal requirements and the codes of cremation practice.  Give general advice to Assistant Bereavement Service officers on day to day matters when requested. 

15. To carry out any other reasonable duties determined by the Senior Management team to support the objectives of the Department.


	Structure:
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	Special Knowledge Requirement. Will be used for shortlisting. 

	
	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 post holder is required to meet the Lower threshold level – where the person is able to demonstrate that they can during the interview: 

a) Use a wide range of simple words and a standard English sentence structure to express much of what they want to.          

b) Maintain a conversational flow even though they pause to think of the correct words or sentence structure in order to express themselves. 

 
	X

	Uses working knowledge of Health, Safety and Environmental policies, procedures and regulations including risk assessment, control measures and safe working guidelines in own area of work
	X

	Uses working knowledge of a range of IT applications including bespoke packages relating to area of work
	X

	Applies a well-developed knowledge of completing and processing paperwork to a high level of accuracy 
	X

	Ability to adopt forms of communication appropriate for a wide range of both clients and circumstances
	X

	Knowledge of basic operational finance processes, ideally with some working knowledge
	X

	Knows and understands how to use, interpret, handle and communicate

information much of which is sensitive and confidential in nature 
	


	Ability to adopt a process of continual improvement and suggest ways of

working more efficient and effectively to improve service delivery.
	

	Will need to apply a well-developed knowledge of Statutory Legislation relating to burials and cremations whilst processing arrangements, records and documents for funerals.
	

	Uses a working knowledge of the funeral industry to enable meaningful and efficient communication with a range of service users
	

	
	


	Relevant experience requirement: Will be used for shortlisting


	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.  
Significant experience within a customer facing service including -  

· experience of dealing directly with a range of clients

· demonstratable experience of processing paperwork including use of IT packages

The following experience is desirable – 
· demonstratable working experience of delivering elements of financial processes
· experience of Local Authority policies and procedure including IT systems

· experience within the funeral industry



	Relevant professional qualifications requirement: Will be used for shortlisting


	There are no Essential Qualifications required initially but employees are encouraged to complete the following within a reasonable period:-

· a programme of mandatory job training to obtain Cremator Operators Certificate
· ICCM Diploma Course, commencing with the elements of Cemetery and Crematorium Law, Cemetery Management and Crematorium Management


	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: 
 

	· May be required to work on floating days and at other recognised holiday times to suit the service.

· Will be included on a call out list for out of hours burials and possibly as key holder

· 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 to include:-


· Significant periods of working outdoors in all weathers accessing a range of     terrains.

· Lifting and pushing heavy loads occasionally indoors and out.
· 

	Special Conditions: 

	You will be informed if there is a requirement for the post to have recruitment checks 

such as DBS, Warner Process.

	Compiled by: JAS
Date: Jan 2015 update Dec 2017 & may 2022
	Grade Assessment Date: 24/2/2015

	Post Grade: Band 8
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