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Job description
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	Department:

	City and Neighbourhood Services

	Post number:

	CEMM002

	Section:

	City Services – Bereavement and Emergency Planning 

	Job title:

	Bereavement Services Manager

	Grade:

	Grade 10


______________________________________________________________________

Main purpose of job

Responsible to the City Protection Manager (Bereavement and Emergency Planning) for the management of all aspects of Belfast City Council’s Bereavement Services, including cemeteries, crematorium and administration ensuring the delivery of a respectful, dignified and innovative service. 

Manage the unit in accordance with the principles of performance management to ensure that the required standards of service quality are maintained and are benchmarked against industry standards. 

Responsible for the management and maintenance of the council’s cemeteries, Crematorium and support services in accordance with available staffing and resources, in line with relevant legislation and with the council’s agreed policies, procedures, financial regulations and standing orders.

Responsible for the management and maintenance of all statutory records and returns and to promote the use of genealogy.

Responsible for the management of the council’s responsibilities under the Welfare Services Act for Public Burials. 

Ensure the accurate and timely production of all information required for council or committee reports, official returns, statutory requirements and performance measurement.



Summary of responsibilities and personal duties

Service Leadership and Commercial Development 

1. Manage all aspects of Belfast City Council’s Bereavement Services, including cemeteries, crematorium and administration ensuring the delivery of a respectful, dignified and innovative service.

2. Manage the commercial development of the service by identifying, evaluating, and pursuing new income-generating opportunities aligned with strategic objectives.
 
3. Ensure adherence to procurement management principles and delivery of all contractual and statutory requirements to achieve high service standards.

4. Promote service innovation and improvement, responding to industry trends and user needs.

5. Assist with the digital transformation of Bereavement Services including the implementation and integration of cemetery management software into operational service delivery, improving the user experience and service efficiency. 

6. Actively liaise with service users, strategic partners and other key stakeholders, for example, Funeral Directors, Clergy, Coroners, etc to promote and develop all aspects of the service including benchmarking of other Councils ensuring that the service meets required standards and to manage all change to drive continuous improvement.

 Operational Management 

7. Manage and maintain Belfast City Council’s Bereavement Service facilities in accordance with all relevant legislation, health and safety policies and procedures and to ensure that systems and procedures are in place to ensure the effective and efficient delivery of services.

8. Ensure that all procedures, practices and processes are carried out in accordance with the appropriate legislation and codes of practice and to respond to changing local and regional circumstances.

9. Responsible for the management of the council’s responsibilities under the Welfare Services Act for Public Burials, including the effective coordination with relevant agencies.

10. Responsible for regular and effective dissemination of information to all staff on corporate, departmental and service level policies and issues.

11. Manage the maintenance requirements of the service in consultation with the Building Maintenance and Facilities Management Unit to ensure that all buildings, including the immediate environments, are maintained to a specific standard.
12. Manage and monitor exhumations in line with statutory service standards including the effective coordination with relevant agencies.

Performance and Compliance 

13. Effectively manage the service operations including management of staff, budgets, business plans and other resources in accordance with council policies, financial regulations and standing orders.

14. Coordinate the investigation and resolution of complaints within the service, ensuring lessons learned are documented and implemented. 

15. Lead on the development and implementation of performance management measures and long-term service improvements to meet council and customer needs including Key Performance Indicators.  

16. Respond to enquiries from elected members, senior officers, media, residents and to prepare draft responses for senior officers. 

17. Prepare reports and make presentations to stakeholders internally and externally e.g. council committees, project boards, chief officers, as required.

18. Manage and monitor the implementation of the memorial safety programme at all sites.

19. Ensure the maintenance of all records, returns and statutory registers in connection with the efficient operation of Bereavement Services.

20. Lead on the Business Continuity and Pandemic and Excessive Death planning processes for the service.

21. Manage the timely returns of information including Freedom of Information and Data Subject Access requests in line with legislative requirements which are relevant to Bereavement Services.

Asset Management and Environmental Sustainability 

22. Lead on the management, maintenance and procurement of plant and equipment including the upkeep of an asset register. This will include the development and presentation of relevant business cases including liaising with Resources and Fleet. 

23. Lead on the environmental impact and environmental sustainability of Bereavement Services in line with Council and legislative requirements on climate, for example, net zero requirements, biodiversity and sustainability. 

General duties 

24. Motivate and manage all staff assigned to the post holder to ensure effective service delivery and to be responsible for reviewing and implementing a proper staff training and development programme. 

25. Participate in all induction and in-service training provided by Belfast City Council and in the induction and support of all newly appointed staff and other human resource management policies and procedures, as appropriate, including, absence management, disciplinary and grievance procedure.

26. Participate as directed in the council’s recruitment and selection procedures.

27. Undertake the duties in such a way as to enhance and protect the reputation and public profile of the city council.

28. Undertake such other relevant duties as may from time to time be requested.

This job description has been written at a time of significant organisational change and it will be subject to review and amendment as the demands of the role and the organisation evolve.  Therefore, the post-holder will be required to be flexible, adaptable and aware that they may be asked to perform tasks, duties and responsibilities which are not specifically detailed in the job description, but which are commensurate with the role.
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Essential criteria

Qualifications and experience

Applicants must, as at the closing date for receipt of application forms, either:

· have a relevant third level qualification, such as Institute of Cemetery and Crematorium (ICCM) Diploma in Cemetery and Crematorium Management, business management, environmental health, public administration or an equivalent qualification and be able to demonstrate on the application form, by providing personal and specific examples, at least one year’s relevant experience in each of the following areas:
or 
· be able to demonstrate on the application form, by providing personal and specific examples, at least two years’ relevant experience in each of the following areas:

a) managing the delivery of services, programmes and projects in accordance with the principles of performance management, customer focus and continuous improvement;
b) providing high level technical and professional advice and guidance to staff, senior management and other relevant stakeholders on complex or sensitive service delivery matters; and
c) effectively managing all available resources including finance, people and contract management to achieve outcomes.

Desirable criteria

In addition to the above qualifications and, or experience, Belfast City Council reserves the right to shortlist only those applicants who, as at the closing date for receipt of application forms, have a relevant third level qualification such as Institute of Cemetery and Crematorium (ICCM) Diploma in Cemetery and Crematorium Management, business management, environmental health, public administration or an equivalent, relevant qualification and can demonstrate, by providing personal and specific examples on the application form, at least two years’ relevant experience in each of the aforementioned areas (a to c) or can demonstrate, by providing personal and specific examples on the application form, at least three years’ relevant experience in each of the each of the aforementioned areas (a to c).


Special skills and attributes

Applicants must be able to demonstrate, evidence of each of the following skills and attributes which may be tested at interview:

Analysis and decision-making skills: the ability to analyse complex information presented, take full part in decision making and decide how to formulate, manage and implement a strategy to achieve objectives and contribute to the achievement of agreed targets.

Interpersonal skills and communication skills: the ability to display highly effective interpersonal, presentation and communication skills capable of influencing and persuading a wide range of people, both orally and in writing, inspiring confidence and securing commitment of others to change.

Customer care skills: the ability to demonstrate a sound awareness of customer care procedures, an understanding of dealing effectively with customer feedback and complaints and the ability to deal with all members of the public in a tactful and sensitive manner.

Partnership working skills: the ability to form, maintain and enhance partnership working with external partners and stakeholders to build consensus around key issues. The ability to work in partnership with others to deliver strategy.  Excellent negotiation skills with the ability to resolve complex issues involving different partners, sponsors and stakeholders.

Performance management skills: the ability to develop a performance management culture, ensuring the provision of management information and monitoring of performance against agreed outcomes including setting of objectives and targets, benchmarking, monitoring criteria and evaluating performance measures.

Political sensitivity skills: the ability to make decisions and provide information to elected representatives while recognising issues of political sensitivities and to do so in an unbiased manner while maintaining a high degree of probity, integrity and a positive public relations image. 

Resource management skills, including financial and people management: the ability to carry out strong financial planning and budgetary control, working within challenging timeframes and budgets, including identifying alternative funding to deliver commercial value for money.  The ability to organise people to deliver outcomes which provide value for money while providing leadership and motivation to staff, including effective employee development, robust and fair resolution of underperformance issues and succession planning.

Systems development and information technology skills: the ability to review and implement systems and processes required to maintain the effective and compliant operational procedures for the directorate and to deliver up-to-date management information. 

Work planning skills: the ability to forward plan and to effectively prioritise the work of a team taking into account short and medium term goals, service demands and the availability of resources.
______________________________________________________________________________
Bereavement Services Manager
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