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	JOB DESCRIPTION


	Form

JD1

	JOB TITLE:  Bereavement Services Apprentice
	POST NUMBER: 

	REPORTS TO  


	Assistant Bereavement Services Manager

	DEPARTMENT:   Customer Services & Digital
	GRADE: Apprentice

	REVIEWED:
	28 September 2021 

	1.
	MAIN PURPOSE OF JOB

Working alongside experienced staff to provide a dignified and efficient cremation service at York Crematorium and burial service at Dringhouses Cemetery for the residents of York and neighbouring communities.



	2.
	CORE RESPONSIBILITIES, TASKS & DUTIES:

	
	i. 
	To assist in the maintenance of the crematorium and Dringhouses cemetery (for example grass cutting, hedge cutting, weed killing, planting out, tending to herbaceous borders, turfing and excavating cremated remains plots.   

	
	ii. 
	With supervision you will carry out the process of cremation and operate the associated equipment in accordance with the Code of Cremation Practice.

	
	iii. 
	With supervision you will carry out routine day to day maintenance and servicing of plant and buildings.

	
	iv. 
	With supervision complete and maintain all statutory documents associated with the cremation process. 

	
	v. 
	With supervision receive, care for and dispose of all floral tributes in accordance with the wishes of the bereaved or the funeral directors and keep whatever written records are required.

	
	vi. 
	Provide cover and assistance working with other staff members as maybe required due to the needs of the service. This may include working within the general office, answering the telephone assisting the bereaved with enquiries and date entry in the crematorium database.

	
	vii. 
	On specific instructions from the Assistant Bereavement Services Manager the post holder will officiate with the disposal of cremated remains.

	
	viii. 
	Assist Funeral Directors with the bearing of coffins into Chapel as part of the agreed service provided.

	
	ix. 
	Assist in the collection and remove litter, detritus, leaves, weeds etc from the grounds.

	
	x. 
	Day to day cleaning of the furnishings within the chapels and public toilets.

	
	xi. 
	With supervision use appropriate machinery and powered tools and carry out routine daily equipment checks and cleaning duties in accordance with the manufacturers handbook.  

	
	xii. 
	To strictly adhere to all relevant Health and Safety legislation, Safe working practices and Council procedures  

	
	xiii. 
	To participate in on the job training/development courses relevant to the post as well as attending Askham Bryan college. 

	3.
	SUPERVISION / MANAGEMENT OF PEOPLE

None



	4.
	CREATIVITY & INNOVATION

Be conscious of the sensitivity of activities and environment at the crematorium and cemetery and report any potential problems to the bereavement services assistant manager.

Contribute towards improving the service and bring to the attention any matters where Health and Safety is compromised 



	5.
	CONTACTS & RELATIONSHIPS

Maintain collaborative and productive working relationships within the team.

Assist members of the public, funeral directors and stakeholders.



	6.
	DECISIONS – discretion & consequences

The post holder must work at all times in strict adherence to the Crematoria Code of Practice and to all internal procedures.

Individual discretion may be required in extraordinary situations to ensure that funerals are conducted in a sensitive manner without distress to the bereaved.



	7.
	RESOURCES – financial & equipment

Responsible for the safe and efficient operation of plant and equipment in accordance with management instructions



	8.
	WORK ENVIRONMENT – work demands, physical demands, working conditions & work context

Work demands  

Although there is a regular working pattern, the work is subject to changing circumstances and demands requiring working to short timescales and tight deadlines

Physical demands

The duties of the post involve some physical work including grounds maintenance duties including the operation of machinery, assisting with the bearing of coffins into the chapel and the conveying of coffins into cremators.

Work conditions

About 70% of the work is outdoors and will be undertaken in all weather conditions. The remaining 30% of the work will involve operating cremators (supervised) and carrying out associated tasks within the crematorium.

Work context

Some risk of personal injury arising from operation of equipment and/or dealing with the complex emotions of members of the public.



	9.


	KNOWLEDGE & SKILLS

· Should hold Level 1 Maths and English equivalent to GCSE Grade 2/E or above. Apprentices will be expected to work towards Level 2 Maths and English where this has not been achieved.

· Good oral and written communication skills with the ability to communicate at all levels

· Be courteous, polite and able to respond in an appropriate and sympathetic manner with members of the bereaved public.

· Be expected to demonstrate practical aptitude in the operation of mechanical, electrical and ancillary equipment, in basic maintenance and cleaning tasks and in grounds maintenance.

· Be able to follow instructions, in particular for personal safety and the safety of others in the use of machinery and equipment.   

· Some background awareness of the funeral industry would be useful but training will be given.

· Some background awareness of gardening and horticultural practices would be advantageous
· Willing to work towards and acquire the Crematorium Technicians Training Scheme Certificate.

· Undertake training in the manual handling techniques involved in the bearing of coffins.

· Display commitment and dedication to the apprenticeship and the willingness to learn 

 

	10.
	Position of Job in Organisation Structure
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Job reports to Assistant  Bereavement Services Manager


 





This post: Bereavement Services Apprentice





None





Jobs reporting up to this one: None
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