
SCARBOROUGH BOROUGH COUNCIL 
 

 

Job Specification 
 

 

 

Environment and Regulation Services  Post No PN000137 

 
Designation: Deputy Bereavement Service Manager  
 

Effective from: 4 October 2021  

 

 

Job Activities 

 
Responsible to Bereavement Service Manager for the following duties:- 
 
 
1. To assist with the daily management and operation of the Authority’s Cemeteries 

and Crematorium Service, including staff and ensuring compliance with procedures 
and legal requirements.  

 
2. Maintenance of records in connection with cremations, burials and exhumations, 

including operation of the computerised Crematorium Administration system.  
 
3. Operation of the Crematorium and Chapel ensuring that cremated remains are 

disposed of in an appropriate manner, and in accordance with the wishes of the 
deceased and/or relatives.   

 
4. Attendance at graveside during burials and exhumations. 
 
5. Administration of memorials, ensuring memorials are installed and maintained in an 

appropriate condition.  Preparing grave memorial permits for authorisation by the 
Bereavement Services Manager. 

 
6. Assist with the management of a rolling programme of Memorial stability and ensure 

that appropriate action is taken to remedy any problems. 
 
7. Assisting with the marketing of the Crematorium and the range of services which it 

provides. 
 
8. Assistance with the preparation of reports, correspondence, statistical returns, etc. 

Assistance with providing the Head of Environment and Regulation Services with 
such statistics and information that are required to ensure the Performance 
Management Framework data is accurate and information is maintained in 
accordance with the Council’s quality assurance/data quality procedures. 
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9. Assistance with the maintenance of accounts, production of invoices, collection and 

accounting for fees and charges for services provided etc. Assistance with the 
maintenance of petty cash. 

 
10. Assistance with the ordering of supplies of materials, equipment, stationary, forms etc. as 

required and submission of invoices to the Bereavement Services Manager for payment. 
 
11. Ensuring that the Cemeteries and Crematorium under the control of the Postholder are 

maintained in an appropriate condition, reporting faults and repairs required as appropriate. 
 
12. Liaison with funeral directors, medical referees, doctors, members of the public, other 

services, etc., as required for daily routine processes. 
 
13. Assistance with ensuring that medical referees receive appropriate payments in respect of 

fees and expenses. 
 
14.  Assisting with the management of the day to day cleaning of Crematorium facilities, 

including office accommodation, chapel, toilets and all other associated buildings as 
required; ensuring that they are maintained to high standard of cleanliness. 

 
15. Operation and maintenance of the cremator and associated equipment. 
 
16. Processing of bookings, incoming forms etc. 
 
17 Processing grave reservations. 
 
18. Carrying out such other duties as may be assigned. 
 
 

The nature of the Postholder’s duties are such that he/she will be required to sometimes 

work outside of normal office hours, including weekends, evenings and bank holidays. 
 
This is not a complete statement of all duties and responsibilities of this post.  It contains only the 
facts necessary to rate this standard job at the resultant responsibility level. 
 
 
 
 



PERSON SPECIFICATION 

DEPUTY BEREAVEMENT SERVICE MANAGER 

 

  

ESSENTIAL 

 

DESIRABLE 

 

 

Education and     

Key Knowledge 
      
 

 

A good basic standard of education. 
 

An in-depth knowledge of statutory 
provisions and codes of practice and 
policies for burials and cremations. 
 

Up to date knowledge of legal, 
technical and procedural 
developments in own field. 
 
Knowledgeable and competent in the 
availability and use of IT systems, 
especially the use of Microsoft Office 
software and use of data bases. 
 
Knowledge of current Health and 
Safety legislation and its application. 
 

 
Possession of or be working 
towards gaining the ICCM 
Diploma. 
 
Be a Member of the ICCM. 
 
Management qualification. 
 
Possession of a recognised 
Cremator Operator 
qualification. 
 

 

Relevant Skills and 

Experience 
 

 

Experience of managing a funeral 
directing or burial and cremation 
service. 
 
High level of interpersonal and 
communication skills to work closely 
with other professionals in the 
funeral and death care industry and 
ensure the provision of a high 
quality, sensitive and professional 
service to all users of the Service. 

 
Effective verbal and written 
communication skills. 
 

Effective presentation skills. 
 

Ability to maintain confidentiality, 
dealing with individuals with tact and 
discretion. 
 

 

Ability to effectively evaluate 
information. 
 
Experience of successfully 
managing and motivating 
employees and enabling them 
to deliver to their full potential. 
 

 

 
 

 
 
 
 
 
 
 
 



  

ESSENTIAL 

 

DESIRABLE 

 

 

Relevant Skills and 

Experience 

Continued 

 
Ability to monitor, maintain and 
improve present systems and 
practices. 
 
Committed to high standards of 
service delivery and customer care. 

 
Able to work as part of a team and 
own initiative. 

 
Experience of prioritising workload 
for self to meet challenging priorities 
and deadlines. 
 

 
Experience of effectively 
managing resources and 
ability to plan 

 

Key Competencies  
 

Leadership 
The ability to 
influence, motivate 
and to inspire others 
to achieve a vision. 
 

 
 

 
 

Relates team goals and actions to 
the strategic aims of the 
organisation.  
 
Takes responsibility for achieving 
goals.  
 
Is respected by their peers and 
team. 
 
Sets realistic, but challenging goals 
and targets for individuals.  
 
Agrees implementation plans with 
scheduled actions and 
accountabilities with the 
Bereavement Service Manager.  
 
Keeps others informed of all 
changes and decisions which affect 
their work in the absence of the 
Bereavement Service Manager. 
 
Monitors and reviews progress of the 
team and individuals regularly, 
reporting to the Bereavement 
Service Manager. 
 
Delegates effectively, with individuals 
clear regarding their goals and tasks. 
 
Adopts leadership styles appropriate 
for the situation and the individual. 
 

 

 
 

 

Is clear about the direction for 
the way forward and 
communicates this clearly to 
the team. 
  
Is results oriented and visibly 
leads by example. 
  
Fosters a culture of trust and 
empowerment, inviting 
involvement and participation.  
 
 

 
 
 
 
 



 

  

ESSENTIAL 

 

DESIRABLE 

 

 

Key Competencies  

Continued 

 

Change Orientation 

and Management 
The ability to drive 
and lead change 
processes, and to 
adapt own approach 
to a changing 
environment. 

 

 

 
 
 
 
Contributes to championing the 
organisation’s long term strategies 
and change programmes and 
identifies key opportunities for 
change and their associated 
benefits. 
 
Contributes to establishing and 
agreeing a strategy and an 
implementation plan for change, 
aligning efforts to achieve the aims 
and identifies and manages risks 
associated with change, with clear 
contingency plans. 
 
Demonstrates sensitivity to 
stakeholders’ needs and interests, 
and manages these effectively. 
 
Involves and inspires others, 
articulating the need for change 
clearly and persuasively.  
 
Identifies and overcomes obstacles 
to change. 
 

 

 

Managing and 

Developing People 
The ability to obtain 
the best out of people, 
including the ability to 
provide support 
towards realising their 
full potential. 

 

 

Monitors individual and team 
performance and progress towards 
achieving their agreed goals and 
objectives and reports findings to the 
Bereavement Service Manager. 
 

Values individual and team 
contributions, recognises and 
celebrates success. 

 
In the absence of the Bereavement 
Service Manager, where necessary, 
conduct structured and constructive 
appraisals, ensuring that people’s 
objectives and development needs 
are understood. 
 

Encourages two-way feedback, and 
addresses both positive and 
sensitive issues effectively. 

 



 

 

 

 

 

 

  

ESSENTIAL 

 

DESIRABLE 

 

 

Key Competencies  

Continued 

 

Planning and 

Organising 
The ability to plan, 
prioritise and organise 
work activities, 
including ensuring the 
adequate allocation of 
resources. 

 

 
 
 
 

Prioritises effectively. 
 
Plans ahead to meet deadlines. 
 
Promotes the use of information 
technology to enhance service 
accessibility and delivery. 
 
Anticipates potential difficulties in 
managing workload and identifies 
solutions. 
 
Has the confidence to take decisions 
appropriate to own level of 
responsibility and authority. 
 
Identifies and evaluates risks, and 
balances these against anticipated 
benefits arising from a proposed 
course of action. 
 

 

 

Customer Focus 
The ability to work 
collaboratively, in 
teams and with 
partners, both inside 
and outside the 
organisation, to 
achieve common 
goals and to improve 
the quality of service. 

 

 
Understands the diverse 
requirements of different 
customer/stakeholder groups and 
manages conflict of concern or need 
effectively between those groups. 
 
Takes ownership of customer issues 
and ensures that they are resolved. 
 
Uses feedback to identify and 
implement ways of improving 
customer service. 
 
Understands who the Service’s 
customers are, and their relevant 
requirements from own area of 
operations and its services. 
 
Considers customer feedback and 
anticipates future customer 

 



requirements. 
 
Contributes to establishing clear 
customer service and quality 
standards for the Service. 
 

  

ESSENTIAL 

 

DESIRABLE 

 

 

Special 

Requirements 
 

 
Current driving licence. 
 
Ability to attend meetings and 
incidents outside of normal working 
hours as the post demands. 
 
Willing to undertake training and 
development in other aspects of the 
Service.  
  

 

 

Equality 
 

 
Acceptance of and commitment to 
the principles underlying the 
Council’s Equal Opportunities Policy. 
 
Demonstrate a sound understanding 
of equal opportunities and diversity 
issues in relation to employment and 
Service delivery. 
 

 

 

 

 


