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	ASHFORD BOROUGH COUNCIL


JOB DESCRIPTION


	JOB TITLE:
	Cemeteries Officer & Allotment Officer

	GRADE:
	SCP 26 - 29

	POST NUMBER:
	6802A

	RESPONSIBLE TO

	Environmental Operations Manager

	JOB SUMMARY:

	To be responsible for the maintenance of all records of the Council’s open and closed cemeteries and burials and be responsible for the organisation and administration associated with interments at cemeteries maintained by Ashford Borough Council. To liaise with funeral directors, memorial masons and members of the public to facilitate all aspects of this service area. To manage all operations and administration relating to the delivery of the allotment service.  Liaising with members of the Ashford Allotment Society including site reps on allotment related matters and keeping them up to date on site activity.

	ROLE REQUIREMENTS:
	

	
	Cemeteries

	1.
	To be responsible for all areas of the day to day work for cemetery provision, organising own workload and advising line manager of progress.

	2.
	To be responsible for bookings for burials from undertakers/funeral directors and families, checking statutory paperwork relating to burials inc fees, entering of information into booking diary/computer noting special requests, entering the details into the statutory and other registers and maintaining of the statutory documents. To liaise with relevant bodies on memorials, plaques, etc, to ensure they comply with Council policy and to administer collection of the appropriate fees.

	3.
	To be responsible for the maintenance of accurate plans of cemeteries– electronically and in hard copy – showing the location of grave plots and the classification of burial areas. To be responsible for the updating of plans and databases, as burials occur.

	4.
	To be responsible for the maintenance and preservation of all Registers of Purchased Graves, Graves, Burials and Indexes – both electronically and in hard copy – for all cemeteries (both open and closed) under the administration of Ashford Borough Council.

	5.
	To arrange, with Aspire, the preparation of new graves or re-opening of existing graves within the agreed period and confirm the work has been completed prior to the funeral. Digging of graves will be mechanical unless individual circumstances prevent this.

	6.
	To ensure that the relevant staff are in attendance in the cemetery during interments; to be available for emergency telephone contact during those periods. Attendance at funerals will only be required occasionally (e.g. Funerals under the Public Health Act, Family Managed Burials and Family Managed Burials of Ashes, where requested) and under the specific direction of your line manager.

	7.
	To organise funerals under the Public Health Act, including responsibility for; liaison with Police and other relevant agencies; on-site property searches to ascertain information (such as any relatives, wills, bank details or monies); liaison with Treasury Solicitor; organisation of cremation/burials; reclaiming monies from the deceased’s estate

	8.
	To arrange the purchase of burial rights as requested by members of the public and to carry out all the associated administration in a timely manner. To arrange, planting of graves with biannual bedding and the maintenance of the planting, as required by relatives of the deceased, upon payment of the appropriate fees. To arrange and oversee tree planting in the woodland areas where requested by relatives and to administer appropriate collections of fees.

	9.
	Responsible for providing legal information, documentation and support to grave owners in relation to Deed Transfers, Statutory Declarations, Forms of Administration and Probate Transfers.

	10.
	To liaise with the appropriate authorities (i.e. Diocesan House and/or Ministry of Justice) and ensure relevant permissions are in place for exhumations and organised accordingly.

	11.
	To liaise with monumental masons and to approve the erection of monuments on graves in accordance with Council policies. To arrange the collection of appropriate fees and undertake the relevant administration in a timely manner.


	12.
	To be responsible for completing and updating public risk assessments for visitors to our cemeteries. To monitor the condition and safety of the Cemeteries’ infrastructure (e.g. boundaries, roadways, pathways, headstones, kerbstones, and cemetery ‘furniture’ etc) and to arrange, subject to budget availability, any necessary remedial works.

	13.
	To be fully conversant with all relevant legislation regarding cemeteries and burials and to ensure that legislation is complied with

	14.
	Using knowledge, experience and expertise, lead on the development and upkeep of Council policies and procedures in respect of legislation to ensure that the Cemeteries service remains fit for purpose. Use experience and dynamic decision making to advise on required policy changes.

	15.
	To ensure that appropriate publicity and information for the Council’s Cemeteries service – both in hard copy and electronically, including the ABC website – is developed and kept up-to-date

	16.
	To respond to public enquiries on genealogical research and, when applicable, to administer collection of appropriate fees

	17.
	To be responsible for the monitoring and forward planning of the Cemeteries budget on a regular and timely basis and to report any budget variances to your line manager.

	
	Allotments

	18.
	To manage the operations relating to the delivery of the allotment service including All administration involved with delivering the service, keeping the allotments register up to date, spreadsheets correctly completed and produce reports as necessary in line with allotment law and applying this accordingly.

	19.
	To respond to enquiries, requests for service and initial complaints in connection to the allotment service.Deal with terminations of tenancies and re-letting of plots to applicants on the waiting list. Investigate breaches of the allotments terms and conditions which may also involve repossession of tenancy.

	20.
	Work with and continuing to build good relations with the Ashford Allotment Society and the appointed allotment representatives, keeping them informed of activity on their respective sites, attending meetings of the Ashford Allotment Society and Working Group. Be flexible in hours as required as meetings are generally held in the evening and occur approximately every 6 weeks on a date agreed between all parties.



	21.
	Keep procedures updated and continue to look at developing the service and how it is offered to the customer/tenant. Including writing and updating the website information to ensure it remains current and update to date with information and fees.

	22.
	Provide accurate records to finance and setting up new customers on financial systems plus organising for collection of rents at both start of tenancy and then annually. Inform tenants annually of any rent increases and encouraging them to notify of changes of circumstances to ensure records are kept up to date.

	23.
	To work across Street Scene accordingly to provide resilience. To train, advice and liaise with the relevant Street Scene & Open Spaces Co-ordinator to maintain appropriate in service knowledge and flexibility in the service at all times. 

	24.
	To provide resilience and support to the Street Scene and Open Spaces service, to include: resolving customer enquiries and assisting with administrative tasks as and when required.

	25.
	Emergency Planning

a) To participate as required in the Council’s Emergency Planning operations including undertaking training and exercising as directed

b) To participate in the response to an emergency which may involve duties outside your normal job description and at times outside your contracted hours.

c) To participate in the recovery stage following the emergency.

	26.
	Business Continuity
In the event that an incident has occurred which disrupts the Council's ability to deliver its critical functions, to undertake duties within your competencies in other departments and/or at other locations.

	27.
	Data Protection

To ensure that data quality and integrity is maintained and that data is processed in accordance with Council policy, the Data Protection Act, the Freedom of Information Act, and other legislation.

	28.
	Health and Safety

All employees have responsibilities under The Health and Safety at Work Act 1974.  These responsibilities are laid out in the Council’s Health and Safety Policy, available on the Intranet or from Personnel.

	29.
	Safeguarding 

Adhere to the council’s safeguarding policies and procedures and undertake relevant training in order to help protect children and adults at risk of harm within the borough. 

	30.
	Additional Duties

To undertake any additional duties of a similar level of responsibility as may be required from time to time.

	OTHER CONDITIONS: 
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PERSON SPECIFICATION
	JOB TITLE:
	Cemeteries Officer & Allotments Officer

	POST NUMBER:
	6802A


	
	Essential
	Desirable

	EDUCATION & TRAINING/ QUALIFICATIONS
	Evidence of qualifications or relevant training in cemetery and burial management and administrative practices
	Qualification or working towards an ICCM Diploma
An understanding of Allotment Law or having been involved with allotment administration

	EXPERIENCE
	Experience in policy development or amending existing policy

Substantial experience in management and administration of cemeteries and burials

Ability and experience of working on own and using initiative and also working effectively within a team

Worked in a customer facing environment
	Understanding of the  ways of working of local government
Worked in a customer facing environment handling matters of a sensitive nature

Allotment management experience  

	SKILLS & KNOWLEDGE
	Good written and verbal communication skills

Good ICT and keyboard skills including the use of Microsoft applications and databases

Working knowledge of Cemeteries regulations (including the Law of Burial, Cremation & Exhumation and the Local Authority Cemeteries Order 1977) and ability to apply it in policy development

Ability to effectively organise and manage workloads to meet required deadlines

Ability to collect, analyse, understand and communicate data clearly
Ability to work accurately to record information and data to maintain registers and provide accurate instructions for interments and other cemetery related work
	

	OTHER REQUIREMENTS
	Sensitivity towards others – particularly the bereaved
The post will require some lone working when attending cemeteries
	Dealing with contractors and suppliers

	OTHER ESSENTIAL REQUIREMENTS TO CARRY OUT POST:  






	KEY COMPETENCY AREAS

	Our Competency Framework has been developed and reviewed over several years in order to achieve a set of professional and key behaviours that our team display every day within our roles. 

It applies to every member of staff, regardless of their role or service that they work for. It considers best practice but also the level at which our team members work in different areas of their job. So although the competency itself will apply to all levels, how it is evidenced within the individual job role may vary.

The competencies will be used for:

Recruitment and Selection – interview questions will be based on these key behaviours to ensure we are bringing the right people into the organisation.

Performance management including appraisals – to keep checking that we are all displaying the right behaviours that will ensure the success of the council’s aspirations

Training and development – to help our teams and individuals focus on developing key behaviours and characteristics
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AMBITIOUS

| under our three values which are integral to the way we do things around here:

GREMMIVE

TRUSTWORTHY

Positive

Innovative

Professional Behaviour

Continuous Improvement

Open to Change

Accountable

Commercial and
Enterprising

Decision Making and Problem Solving

Communication






